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Charter Township of Comstock Board Members, Residents and Businesses: 
 
Enclosed are the 2020 operating budgets for Comstock Township services. The combined operating 
budget totals $8,559,071 and the budget is balanced. Revenues for eight (7) of the ten (10) operating 
funds are anticipated to meet or exceed projected expenditures. Expenditures for general fund 
operating, fire capital improvement, and sewer system budgets, as part of their Capital Improvement 
Programs, will exceed projected revenues and be supplemented by using unrestricted fund balance.  
Carryover amounts from 2019 will be disclosed after the audit - sometime in June, 2020. 
 
This budget reflects all of the revenue and expenditures anticipated for all Township funds in 2019. There 
are ten (10) separate operating budgets:  General Fund, Police, Fire Operating, Fire Capital, Library, Water 
System, Sewer System, Street Lighting, Downtown Development Authority, and Senior Millage. The 
Township budget year is a continuous 12-month cycle beginning January 1st and ending December 31st. 
 
The budget cycle begins with budget preparation and development.  This is followed by proposing and 
adopting the budget, monitoring the budget, evaluating operations and services, raising policy questions 
and returning to budget preparation. 
 
The budget narrative details the Township budget process, timelines, budget policies, pertinent 
information for each operating budget and supplemental information in the Appendix section. 
 
The Comstock Administrative Team, 

 
  

Jerry T. Amos,  Trustee   
Christopher Daniels , Trustee  
Terrance G. McIver, Trustee  

Robert E. Pratt, Trustee  

Randy L. Thompson, Supervisor     
Michelle Mohney, Clerk                                                                     
Bret Padgett, Treasurer  
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PRINCIPLES OF GOVERNANCE 
 
The following tǊƛƴŎƛǇŀƭǎ ƻŦ DƻǾŜǊƴŀƴŎŜΣ ǇǊŜǇŀǊŜŘ ōȅ ǘƘŜ aƛŎƘƛƎŀƴ ¢ƻǿƴǎƘƛǇΩǎ !ǎǎƻŎƛŀǘƛƻƴΣ ǿŀǎ 
unanimously adopted by the Charter Township of Comstock Township Board at its December 17, 2018 
meeting.  
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Fire Marshal (Full Time) 
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Fire Personnel (10 Full Time) 

OEO (Part Time) 

 

ORGANIZATIONAL CHART 
OF THE CHARTER TOWNSHIP OF COMSTOCK 

(The Charter Township Act, Public Act 359 of 1947) 

 
The Electorate 

______________________________________________________________________ 

  

Parks & Recreation 
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Library Board 
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Supervisor Clerk Treasurer 4 Trustees 

Administrative Assistant 
 (Full Time) 

Deputy Clerk 
(Full Time) 

Deputy 
Treasurer 

 (Full Time) 

Fire & Rescue Assessing 
 

Maintenance/Transfer 
 Station 

Fire Chief 
(Full Time) 

Admin. Assistant (Full Time) 

Assistant 
Fire Chief 

 (Part Time) 

On-Call/Volunteers (51) 

Assessor III 
(Full Time) 

Crew Chief 
(Full Time) 

Transfer Station 
Part Time (1) 
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(Full Time) 

Election/Social 
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Planning & Zoning 
Administrator 

(Full Time) 
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Deputy 
Fire Chief 

(Part Time) 
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3 Members-1 Alternate 

 

ADDITIONAL BOARDS & COMMISSIONS 

Superintendent 

Legend:  Direct  
                Indirect  

Downtown Development 
Authority - 10 Members (Est. 2019) 

Updated October, 2019 
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BUDGETS AND POLICIES_           

 
LEGAL REQUIREMENTS 
 
The Township conforms to Generally Accepted Accounting Principles (GAAP) in the United States of 
America as applicable to governmental units and shall comply to the extent possible. 
 
The following proposed policies are intended to represent compliance with the Accounting Procedures 
Manual For Local Units of Government in Michigan ŀƴŘ ǘƘŜ /ƘŀǊǘŜǊ ¢ƻǿƴǎƘƛǇ ƻŦ /ƻƳǎǘƻŎƪΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ 
structure and procedures. No policy manual can anticipate all possibilities that may be encountered when 
administering the finances of the township. The following policies establish a framework for adequate 
controls over the financial administration processes. When questions arise, the Township Board should 
refer to this manual and agree to a solution to the question, and amend these policies, as appropriate.  
 

BUDGET PROCESS 
 
The Superintendent, working with the Clerk and Treasurer, is responsible for preparing and administering 
the annual budget under policies formulated by the Township Board and to keep the board fully advised at 
all times as to the financial condition and needs of the township. 
 
The Township uses the following process to develop the budget: 
 

¶ The budget was based on expected revenues, including base revenues, any new revenue 
sources and the potential use of fund balance. 
 

¶ The budget allocations shall be made in a fair and objective manner. 
 

¶ The Board shall budget available dollars to the most significant programs and activities to 
maximize the benefit of the available resources. In the fall of 2017, the Township Board elected 
to circulate a Citizen Survey and as result of that survey, a prioritized list was prepared and 
prioritized based on the input from Comstock residents. 
 

¶ Upon adoption of the annual budget, it then becomes the financial plan to control and measure 
ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ŀŎǘƛǾƛǘƛŜǎΦ 
 

¶ Elected officials and departments are responsible for operating within their budgets. 
 

The Township uses the following process to amend the budget: 

 
¶ Expenditures requested within ŀ ŘŜǇŀǊǘƳŜƴǘΩǎ budget, but from another line item, are to be 

brought to the Township Board, in writing, prior to the expenditure.  If approved, the budget 
line is to be amended accordingly. 
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¶ When expenditures are requested which would exceed the budget, the department must 
request a transfer from carry-over dollars in writing, prior to the expenditure.Updated November 

24, 2015 
 
1.  The request must describe the need for the expenditure(s); and, 
 
2.  The reason(s) the expenditure(s) would exceed the budget; and, 
 
3. Identify the amount of carry-over dollars available. 
 

The Township uses the following process for vendor payment: 
 

¶ A list of invoices ready for payment will be submitted to the Board for review and approval.  
Payment will then be released to the appropriate vendors.  
  

¶ The Board recognizes that certain emergency disbursements or court-ordered disbursements 

may, from time to time, arise which require approval subsequent to the disbursement.  Such 

disbursements will be presented to the Board at the next regularly scheduled meeting, for 

review for consideration. 

 

 

DEVELOPING THE PROPOSED BUDGET  

  

Method 
 
The Township Board shall use the line item approach when developing the proposed budget.  The budget 
shall be adopted at the revenue by source, and expenditures by activity level. 

 
Format 
 
The proposed and adopted budget shall: 

 

¶ Provide financial data on revenues, other resources and expenditures for at least a three-year 
period, including prior year actual, current year budget and/or estimated current year actual, and 
proposed budget for the following year 
 

¶ The proposed and adopted budgets shall also include a narrative that will:  
 

1. Summarize the major changes in priorities or service levels from the current year and the 
factors leading to those changes. 
 

2. Identify the priorities and key issues for the new budget period. 
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3. Identify and summarize major financial factors and trends affecting the budget, such as 

economic factors; long-range outlook; significant changes in revenue collections, tax rates or 

other changes; current and future debt obligations; and significant use of or increase in fund 

balance or retained earnings. 

Timetable 
 

The proposed budget shall be developed according to the following schedule: 

 
 

ACTIVITY DATE 

Capital Improvement Plan Approval November 

Budget Policies; Review and identify any revisions or new policies by 
Township Board. 

August 1 

Informational meeting for department heads August 1 

Department heads submit proposed revenue and expenditure plans 
to Township Superintendent 

Mid-August 

Employee Welfare Benefits Review Completed By* September 1 

Administrative Team present proposed budget  September 

Employee Open Enrollment Date*  November 1 

Township Board adopts tentative budget November-December 

Budget public hearing held by Township Board November 

General Appropriations Act adopted By December 30 

 
This timeline will be presented to the Township Board, annually, on the first meeting held in January 
of each year.   Revised by Township Board 01/22/2018 

 

There may be circumstances that delay portions of the budget timeline, 

such as State Revenue figures and Township millage requests, but the 

budget must be adopted by December 31 of the preceding year. 

 

* Employee open enrollment renewal date of October 1 will need to be reviewed and completed 

prior to September and all employees will be notified of health benefit options.   

Approved by Township Board on 09/18/2017 

 

The time line for the employee benefits package will need to change if the open enrollment date 

is other than October 1.  Revised 11/24/2015  
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BUDGET ADOPTION 

 
Adoption 
 
Prior to the beginning of each fiscal year, the Township Board shall annually adopt a budget using an activity 
method of adoption unless otherwise directed in the General Appropriations Act. 
 
As the Township operates on a calendar year budget cycle, a public hearing on the proposed budget shall 
be held not later than December 15 and adopted not later than December 31, in the year preceding the 
calendar year covered by the budget. 
 
The Board shall monitor and amend the budget as needed to approve and control all expenditures.  

 
Designation of Budget Officer 
 
The Superintendent shall be the Township Budget Officer and shall be responsible for the development and 
administration of the township budget in cooperation with the Township Clerk and Township Treasurer. 

 
Budget Monitoring 
 
The Township shall use the following approaches to monitor the budget, as recommended by the 
Government Finance Officers Association: 
 

¶ The Board shall establish measures of annual progress. These measures should spell out the expected 
results and outcomes and how they will be measured. 
 

¶ The Board shall use periodic financial reporting and performance measures to compare actual versus 
budgeted results. 
 

¶ The Board shall communicate performance results so that Township personnel and the public will be 
informed of the results in an understandable format. 

 

 

CIP AND THE BUDGET PROCESS  

 

Comstock Township should strive to maximize resources by maintaining a balance between operating and 
capital budgets. Budget appropriations lapse at the end of the fiscal year as the operating budget is funded 
with recurring annual revenues such as taxes, licenses, fines, user fees and interest income. A continuous 
relationship exists between the Capital Improvement Program (CIP) and the annual budget. A direct link 
can be seen between the two documents as there should be in a strategic planning environment.  
 
Each year, development of the CIP precedes the budget process to develop the capital projects portion of 
the annual budget. Approval of the CIP, a six year plan, does not mean that the Township Board grants final 
approval of all projects contained within it. Rather, by approving the CIP, the Township Board acknowledges 



17 | P a g e 

 

that the identified projects represent a reasonable interpretation of the upcoming needs for the 
community and that projects recommended for funding in the first year of the plan are suitable for inclusion 
in the upcoming budget.  
 
As used in the 2020-2025 CIP, adopted by the Township Board on October 21, 2019, a capital improvement 

project is defined as a major, nonrecurring expenditure that includes one or more of the following:  

1. Any construction of a new facility (i.e., a public building, water/sanitary sewer mains, local roadways, 

recreational facilities), an addition to or extension of such a facility, provided that the cost is $10,000 

or more and that the improvements will have a useful life of three years or more. 

 

2. Any nonrecurring rehabilitation of all or a part of a building, its grounds, a facility, or equipment 

provided that the cost is $10,000 or more and will be coded to a capital asset account.  

 

3. Any purchase or replacement of major equipment to support community programs provided that the 

cost is $5,000 or more and will be coded to a capital asset account. 

  

4. Any planning, feasibility, engineering or design study related to an individual capital improvements 

project or to a program that is implemented through individual capital improvements projects provided 

that the cost is $10,000 or more and will have a useful life of three years or more. 

 

5. Any planning, feasibility, engineering or design study that costs $20,000 or more that is not part of an 

individual capital improvement project or a program that is implemented through individual capital 

improvement projects. 

 

6. Any acquisition of land for a public purpose that is not part of an individual capital improvement project 

or a program that is implemented through individual capital improvement projects provided that the 

cost is $20,000 or more.  

 

Preparation of the CIP is done under the authority of the Michigan Planning Enabling Act (PA 33 of 2008). 

The goal of the CIP is to implement the master plan, parks and recreation plan and other adopted plans of 

the Township to assist in financial planning.  

The CIP is dynamic. Each year all projects included within the CIP are reviewed, a call for new projects is 
made and adjustments made to previously identified projects as may be necessary due to changes in 
funding, conditions or timeline. A new year of programing is added each year to replace the year funded in 
the annual operating budget.  
 
A copy of the full 2020-2025 Capital Improvement Program document can be found under Appendix E. 
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BUDGET POLICIES 

 
Audit 
 
The Township Board shall contract with a certified public accountant to annually audit the financial systems 
of the Township. The audit contract may be for a period up to three years, but shall not exceed the current 
BƻŀǊŘΩǎ ǘŜǊƳ ƻŦ ƻŦŦƛŎŜΦ  

 
 

Fiduciary Bonds 

The Township shall provide a surety bond for all township officials required by law to be bonded. 
 
The Township shall provide a public employee dishonesty bond for all employees authorized to handle 
money. 

 

 
FINANCIAL REPORTS 

 
Periodic Expenditure and Revenue Report 
 
The Clerk shall prepare a monthly financial report for the Board. The report will be current through the last 
day of the previous month, and shall be presented to the board at its second meeting following the previous 
month. The financial report for each fund will show the following information for revenues and 
expenditures: 
 

1.  Account number 
2.  Description 
3.  Amended budget 
4.  Current period 
5. Year to date 
6. Budget balance 

 
Periodic Balance Sheet Report 
 
The Clerk shall prepare a monthly balance sheet showing the assets, liabilities and equities for each fund. 

 
Investment Performance Report 
 
The Treasurer shall prepare a quarterly report of all interest-bearing activities, including the name of the 
financial institution, type of investment, anticipated yield and date of maturity. 
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Summary Report of Cash Activity by Fund 
 
The Treasurer shall provide the Township Board with a monthly summary report of cash activity by fund 
and a summary report of cash activity by bank account, certificate of deposit and investment account. 

 
Financial Reports Review 
 
The Clerk, Treasurer and Supervisor and/or Superintendent shall review the financial reports prior to the 
Board meeting, and shall recommend to the Board any necessary budget amendments or fund transfers. 
 

 

INTERNAL CONTROLS 

Financial Employee Training 
 
The Township shall provide education and training for Township Officials and other personnel involved in 
financial administration on accounting procedures, investments, budgeting and fraud prevention as 
annually approved in the township budget. 

 
Segregation of Duties 
 
The functions of authorizations, recordkeeping and processing financial transactions shall be segregated 
where possible.  

 
Cross Training 
 
Bookkeeping duties shall be periodically shifted between two or more employees (e.g., during vacations, 
etc.). 

 
Reconciliations 
 
The cash balances of the various fund ledgers shall be reconciled to the bank statements monthly. The 
Treasurer must keep track of the total cash and investments allocable to each fund and must reconcile 
ǘƘŜǎŜ ŀƳƻǳƴǘǎ ǘƻ ŜŀŎƘ ƳƻƴǘƘΩǎ ōŀƴƪ ǎǘŀǘŜƳŜƴǘǎΦ 
 
A listing of all cash and investments, along with a copy of the bank reconciliations, must be provided to the 
Clerk each month. 
 
The Clerk must reconcile the cash and investments recorded in the general ledger to either the TǊŜŀǎǳǊŜǊΩǎ 
reconciliation or to the bank statements directly. 

 
Bank statements and reconciliations shall be retained for audit purposes.  
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CASH HANDLING AND RECEIPTING 

Authorization to Receive Cash 
 
The following employee positions are authorized to receive cash: Clerk, Deputy Clerk, Treasurer, Deputy 
Treasurer, Office Administrative Assistant or any other person specifically authorized by the Treasurer.  
 Revised by Township Board:  12-16-2014* 

 
Imprest Cash (Change Drawer) 
 
The Township Treasurer shall maintain an imprest cash fund (cash drawer) to exchange currency only in 
order to make change for a cash financial transaction. 

 
Cash Drawer (Till) 
 
Each department shall maintain one or more cash drawers in order to perform day-to-day operations.  It 
shall be that ŘŜǇŀǊǘƳŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ōŀƭŀƴŎŜ ŜŀŎƘ ŎŀǎƘ ŘǊŀǿŜǊ ǿŜŜƪƭȅ ŀƴŘ ǊŜǇƻǊǘ ŀƴȅ ŘƛǎŎǊŜǇŀƴŎƛŜǎ 
to the Treasurer.  Drawers must be kept in a secure location out of public view while in use and secured by 
lock and key or in the safe while not in use.   

Revised by Township Board:  12-16-2014* 

 
Petty Cash 
 
The Township Treasurer shall maintain a petty cash fund of $200 to provide for the immediate 
purchase of emergency materials, supplies or service only. Routine or other non-emergency 
purchases shall not be made from the petty cash fund. Receipts are required for all normal 
purchases. 
 
Loans, cash advances, making change and personal check cashing are prohibited. Cash refunds shall not be 
issued for overpayments at the time of occurrence (i.e., either a credit should be issued or a check refund 
generated through accounts payable). 

 
Receipting of Cash Receipts 
 
Each transaction must be entered into the approved cash receipting software at the point of sale by an 
employee authorized to receive cash.  For every transaction, a printed, pre-numbered receipt shall be 
generated and a copy offered to the customer.  Each receipt must include the amount received, method 
of payment, name of the payer, and a description of the transaction.  All receipts and corresponding cash 
must be presented to the Treasurer at least weekly.  Pre-numbered, handwritten receipts may be used in 
exceptional circumstances only.  

 Updated 10/13/2016 

 
Checks must be stamped άfor ŘŜǇƻǎƛǘ ƻƴƭȅέ ŀǘ ǘƘŜ Ǉƻƛƴǘ ŀƴŘ ǘƛƳŜ ƻŦ ŎƻƭƭŜŎǘƛƻƴΦ /ƘŜŎƪǎ ǊŜǘǳǊƴŜŘ ŦƻǊ non-
sufficient funds or closed accounts should be forwarded to the Treasurer for reconciling. 
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Authorized to Process Credit Card Transactions 

The following employee positions are authorized to process credit card transactions for property taxes:  
Clerk, Deputy Clerk, Treasurer, Deputy Treasurer, Office Administrative Assistant or any other person 
specifically authorized by the Treasurer.  Credit card transactions for property tax payments are processed 
through the Point and Pay website.  All other credit card transactions must be processed by an employee 
authorized to receive cash through the approved cash receipting software.  

 Updated 10-13-2016 

 
Posting of Cash Receipts 

The Treasurer or his/her designee shall provide the Clerk or his/her designee a record of all money received 
and the purpose of the amount received (i.e., the budgeted revenue account or the receivable account). 
The Clerk shall be provided with a copy of voideŘ ƻǊ ŎŀƴŎŜƭŜŘ ǊŜŎŜƛǇǘǎ ƳŀǊƪŜŘ άǾƻƛŘŜŘΦέ  

 
Cash Receipt Report 
 
A cash receipt report shall be run for each batch by deposit. A cash receipt report shall contain the detail 
of the batch of transactions and a summary by general ledger line item, and shall agǊŜŜ ǿƛǘƘ ǘƘŜ ŘŀȅΩǎ 
deposits.  

 
Deposit Procedures 
 
Total cash collected shall be reconciled to the sum of the batch. Deposits shall be made intact, with no 
reductions to deposits made for expenditures, and must be reconciled to official receipts. Deposit tickets 
(or attached listing) shall list checks by name or number, and amount. Total cash collected shall be 
deposited at least once a week, in the appropriate township bank account. Un-deposited funds shall be 
secured in the vault. 

 
*Corrected 10/15/2015 
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DEPOSITORIES 
 

Bank Accounts 
 
All bank accounts shall be in the name of the Township and the Township Treasurer. The use of the 
¢ƻǿƴǎƘƛǇΩǎ ǘŀȄ L5 ƴǳƳōŜǊ ǎƘŀƭƭ ōŜ ǎǘǊƛŎǘƭȅ ŎƻƴǘǊƻƭƭŜŘ ōȅ ǘƘŜ ¢ǊŜŀǎǳǊŜǊ ŀƴŘ /ƭŜǊƪΣ ŀƴŘ ƛǘ ǎƘŀƭƭ ƴƻǘ ōŜ ǳǎŜŘ ǘƻ 
open non-township bank accounts. 
 
Tax collections shall be deposited in a separate bank account in the name of the Township Tax Account. 
  
Bank signature cards shall be kept current and the authorized signers limited to the Township Clerk, Deputy 
Clerk, Treasurer and Deputy Treasurer.  
 

Control of Cash and Investments 
 
All cash and investments shall be under the control of the Township Treasurer. No other individual shall 
hold cash of the township or open a bank account to hold township cash or investments.  

 
Authority to Make Bank Deposits 
 
The Township Treasurer or Deputy Treasurer are responsible for making all bank deposits. 

 
 

Authorized Depositories 
 
The Township Board must authorize, by resolution, any financial institution to be used for Township funds. 
The Township Treasurer recommends to the Township Board financial institutions to be authorized 
depositories of Township funds. 
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RESOLUTION DESIGNATING DEPOSITORIES 
 

 
 WHEREAS, the Board of the Charter Township of Comstock, Kalamazoo County, in exercising its 
fiduciary responsibilities desires to safeguard the funds of the Township that may be invested from time to 
time, and 

 WHEREAS, Public Act 77 of 1989, MCL 41.77 requires that the Township Board designate the banks 
or depositories for the money belonging to the Township, including the time for which the deposits shall 
be made and all details for carrying into effect the authority given in this act, and 

 WHEREAS, the Charter Township of Comstock Treasurer is authorized to manage funds belonging 
to the township, including depositing funds in approved financial institutions and administration of 
investments in conformance with MCL 41.77 and the Charter Township of Comstock Investment Policy, 
now 

 THEREFORE BE IT RESOLVED that the Treasurer shall recommend financial institutions for approval 
for the safekeeping of Township funds based on an evaluation of the institution as set forth in the Charter 
Township of Comstock Investment Policy. 

 BE IT FURTHER RESOLVED that the Township Board approves the following financial institutions as 
depositories of township funds: 1st Source Bank, Bank of America, Chase Bank, Chemical Bank, Citizens 
Bank, Comerica Bank, Fifth Third Bank, First National Bank of Michigan, Flagstar Bank, Horizon Bank, 
Huntington Bank, Mercantile Bank of Michigan, Northpointe Bank, Old National Bank, PNC Bank, Southern 
Michigan Bank & Trust, Wells Fargo Bank. 
 
 BE IT FURTHER RESOLVED that this designation is applicable to all public funds belonging to the 
Charter Township of Comstock and in the custody of the Township Treasurer. 
 

Adopted by the Township Board on October 29, 2018 
 

  

http://www.legislature.mi.gov/mileg.asp?page=getObject&objName=mcl-41-77
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INVESTMENT POLICY 

 
Section 1:  POLICY 
 
It is the policy of the Charter Township of Comstock to invest public funds in a manner which will provide 
the highest investment return with the maximum security while meeting the daily cash flow demands of 
the Township and conforming to all state and local statutes governing the investment of public funds. 
 
Section 2:  SCOPE 
 
This investment policy applies to all financial assets of the Charter Township of Comstock. The funds used 
ǘƻ ŀŎŎƻǳƴǘ ŦƻǊ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ŦƛƴŀƴŎƛŀƭ ŀǎǎŜǘǎ ŀǊŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ŀǳŘƛǘŜŘ ŀƴƴǳŀƭ ŦƛƴŀƴŎƛŀƭ 
statements and include: 
 
General Fund 
Municipal Streets Fund 
Public Safety Fund 
Fire Operating Fund 
Fire Capital Improvement Fund 
Street Lights Fund 
Building Fund 
Library Fund 
Water & Sewer Funds 
Trust and Agency Funds 
Other funds as determined necessary 
 
Section 3:  PRUDENCE 
 
Selection of investments shall be made with judgment and care ς under circumstances then prevailing ς 
which persons of prudence, discretion and intelligence exercise in the management of their own affairs, 
not for speculation, but for investment, considering the probable safety of their capital as well as the 
probable income to be derived. 
 
¢ƘŜ ǎǘŀƴŘŀǊŘ ƻŦ ǇǊǳŘŜƴŎŜ ǘƻ ōŜ ǳǎŜŘ ōȅ ƛƴǾŜǎǘƳŜƴǘ ƻŦŦƛŎƛŀƭǎ ǎƘŀƭƭ ōŜ ǘƘŜ άǇǊǳŘŜƴǘ ǇŜǊǎƻƴέ 
ŀƴŘκƻǊ άǇǊǳŘŜƴǘ ƛƴǾŜǎǘƻǊέ ǎǘŀƴŘŀǊŘ ŀƴŘ ǎƘŀƭƭ ōŜ ŀǇǇƭƛŜŘ ƛƴ ǘƘŜ ŎƻƴǘŜxt of managing an overall portfolio.  
Investment officers acting in accordance with written procedures and the investment policy and exercising 
ŘǳŜ ŘƛƭƛƎŜƴŎŜ ǎƘŀƭƭ ōŜ ǊŜƭƛŜǾŜŘ ƻŦ ǇŜǊǎƻƴŀƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ǎŜŎǳǊƛǘȅΩǎ ŎǊŜŘƛǘ Ǌƛǎƪ ƻǊ ƳŀǊƪŜǘ 
price changes, provided deviations from expectations are reported in a timely fashion and appropriate 
action is taken to control adverse developments. 
 

Section 4:  OBJECTIVE 

 
The primary objectives of investment activities, in priority order, are safety, liquidity, and return on 
investments (yield). 

 



25 | P a g e 

 

A. Safety:  Safety of principal is the foremost objective of the investment program.  Investments of the 

Charter Township of Comstock shall be undertaken in a manner that seeks to ensure the preservation 

of capital in the overall portfolio.  To attain this objective, the Township will minimize credit risk and 

interest rate risk. 

 
i. Credit Risk (Custodial Credit Risk and Concentration of Credit Risk) ς The Township will minimize 

Custodial Credit Risk, which is the risk of loss due to the failure of the security issuer or backer, by:  

limiting investments to the types of securities listed in Section 8 of this Investment Policy and pre-

qualifying the financial institutions, broker/dealers, intermediaries and advisors with which the 

Township will do business in accordance with Section 7 of this Investment Policy. 

 
 The Township will minimize Concentration of Credit Risk, which is the risk of loss attributed to the 
ƳŀƎƴƛǘǳŘŜ ƻŦ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ƛƴǾŜǎǘƳŜƴǘ ƛƴ ŀ ǎƛƴƎƭŜ ƛǎǎǳŜǊΣ ōȅ diversifying the investment portfolio 
so that the impact of potential losses from any one type of security or issuer will be minimized. 

 
ii. Interest Rate Risk - The Township will minimize Interest Rate Risk, which is the risk that the market 

value of securities in the portfolio will fall due to changes in market interest rates, by:  structuring 

the investment portfolio so that securities mature to meet cash requirements for ongoing 

operations, thereby avoiding the need to sell securities in the open market and investing operating 

funds primarily in shorter-term securities, liquid asset funds, money market mutual funds, or 

ǎƛƳƛƭŀǊ ƛƴǾŜǎǘƳŜƴǘ Ǉƻƻƭǎ ŀƴŘ ƭƛƳƛǘƛƴƎ ǘƘŜ ŀǾŜǊŀƎŜ ƳŀǘǳǊƛǘȅ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ŎŀǎƘ 

requirements. 

 
B. Liquidity:  The Charter TowƴǎƘƛǇ ƻŦ /ƻƳǎǘƻŎƪΩǎ ƛƴǾŜǎǘƳŜƴǘ ǇƻǊǘŦƻƭƛƻ ǿƛƭƭ ǊŜƳŀƛƴ ǎǳŦŦƛŎƛŜƴǘƭȅ ƭƛǉǳƛŘ ǘƻ 

enable the Township to meet all operating requirements which might be reasonably anticipated. 

 
C. Return on InvestmentsΥ  ¢ƘŜ /ƘŀǊǘŜǊ ¢ƻǿƴǎƘƛǇ ƻŦ /ƻƳǎǘƻŎƪΩǎ ƛƴǾŜǎǘƳŜƴǘ ǇƻǊǘŦƻƭƛƻ ǎƘŀƭƭ be designed 

with the objective of attaining a market average return during budgetary and economic cycles, 

ŎƻƳƳŜƴǎǳǊŀǘŜ ǿƛǘƘ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ƛƴǾŜǎǘƳŜƴǘ Ǌƛǎƪ ŎƻƴǎǘǊŀƛƴǘǎ ŀƴŘ ǘƘŜ ŎŀǎƘ Ŧƭƻǿ ŎƘŀǊŀŎǘŜǊƛǎǘƛŎǎ ƻŦ ǘƘŜ 

portfolio.  Return on investment is of secondary importance compared to safety and liquidity 

objectives. 

 
Section 5:  DELEGATION OF AUTHORITY 
 
Authority to manage the Charter Township of Comstock investment program is derived from Public Act 20 
of 1943, MCL 129.91.  Management responsibility for the investment program is hereby delegated to the 
Township Treasurer who shall be responsible for all transactions undertaken and shall establish a system 
of controls to regulate the activities of subordinate officials, and their procedures in the absence of the 
Treasurer. 

 
The Treasurer shall establish written investment procedures for the operation of the investment program 
consistent with this policy.  The procedures should include reference to safekeeping, banking service 
contracts, and collateral/depository agreements.  Such procedures shall include explicit delegation of 
authority to persons responsible for investment transactions.  No person may engage in an investment 
transaction except as provided under the terms of this policy and the procedures established by the 
Treasurer. 
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Section 6:  ETHICS AND CONFLICT OF INTEREST 
 
Officers and employees involved in the investment process shall refrain from personal business activity that 
could conflict with proper execution of the investment program, or which could impair their ability to make 
impartial investment decisions.  Employees and investment officials shall disclose to the Township 
Superintendent any material financial interests in financial institutions that conduct business within their 
jurisdiction, and they shall further disclose any large personal financial/investment positions that could be 
related to the performance of the Charter Township of Comstock. 
 
Section 7:  AUTHORIZED FINANCIAL DEALERS AND INSTITUTIONS 
 
The Township Treasurer will maintain a list of financial institutions authorized to provide investment 
services.  In addition, a list will also be maintained for approved or security broker/dealers selected by credit 
worthiness that are authorized to provide investment services in the State of Michigan.  These may include 
άǇǊƛƳŀǊȅέ ŘŜŀƭŜǊǎ ƻǊ ǊŜƎƛƻƴŀƭ ŘŜŀƭŜǊǎ ǘƘŀǘ ǉǳŀƭƛŦȅ ǳƴŘŜǊ {ŜŎǳǊƛǘƛŜǎ ϧ 9ȄŎƘŀƴƎŜ /ƻƳƳƛǎǎƛƻƴ wǳƭŜ мр/о-1 
(uniform net capital rule).  No public deposit shall be made except in a qualified public depository as 
established by state laws.  All financial institutions and broker/dealers who desire to become qualified 
bidders for investment transactions must supply the treasurer with the following:  audited financial 
statements, proof of FINRA certification or FDIC insurance, proof of state registration, and certification of 
having read, understood and agreement to comply with the investment policy of the Charter Township of 
Comstock.  The Treasurer shall examine the financial condition and registrations of qualified financial 
institutions on an annual basis.  Current audited financial statements are required to be on file or readily 
available for each financial institution and broker/dealer in which the Township invests. 
 
Section 8:  AUTHORIZED & SUITABLE INVESTMENTS 
 
The Township Treasurer is authorized by statute and this policy to invest in the following types of securities: 

 
a) Bonds, securities, and other obligations of the United States or an agency or instrumentality of the 

United States. 

b) Certificates of deposit, savings accounts, deposit accounts, or depository receipts of a financial 

institution, but only if the financial institution is eligible to be a depository of funds belonging to 

the state under a law or rule of this state or the United States. 

c) Commercial paper rated at the time of purchase within the 2 highest classifications established by 

not less than 2 standard rating services and that matures not more than 270 days after the date of 

purchase. 

d) Obligations of this state or any of its political subdivisions that at the time of purchase are rated as 

investment grade by not less than 1 standard rating service. 

e) Mutual funds registered under the investment company act of 1940, title I of chapter 686, 54 Stat. 

789, 15 U.S.C. 80a-1 to 80a-3 and 80a-4 to 80a-64, with authority to purchase only investment 

vehicles that are legal for direct investment by a public corporation. However, a mutual fund is not 

disqualified as a permissible investment solely by reason of either of the following: 

i) The purchase of securities on a when-issued or delayed delivery basis. 

ii) The ability to lend portfolio securities as long as the mutual fund receives collateral at all 

times equal to at least 100% of the value of the securities loaned. 

iii) The limited ability to borrow and pledge a like portion of the portfolio's assets for 

temporary or emergency purposes. 
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f) Obligations described in subdivisions (a) through (e) if purchased through an inter-local agreement 

under the Urban Cooperation Act of 1967, Public Act 7 of 1967, (Ex Sess), MCL 124.501, et seq. 

g) Investment pools organized under the Surplus Funds Investment Pool Act, Public Act 367 of 1982, 

MCL 129.111, et seq. 

h) The investment pools organized under the Local Government Investment Pool Act, Public Act 121 

of 1985, MCL 129.141, et seq.  

 
Investments in Mutual Funds shall be limited to securities whose intention is to maintain a net 
asset value of $1.00 per share. 

 
A thorough investigation of any investment the pool is required. The following items must be addressed to 
satisfaction of the Treasurer prior to investing and on a continual basis: 

 
a) A description of eligible investment securities, and a written statement of investment policy and 

objectives. 

b) A description of interest calculations and how it is distributed, and how gains and losses are treated. 

c) A description of how the securities are safeguarded (including the settlement processes), and how 

often the securities are priced and the program audited. 

d) A description of who may invest in the program, how often, what size deposit and withdrawal are 

allowed. 

e) A schedule for receiving statements and portfolio listings. 

f) Are reserves, retained earnings, etc. utilized by the pool/fund? 

g) A fee schedule, and when and how is it assessed. 

h) Is the pool/fund eligible for bond proceeds and/or will it accept such proceeds? 

 
Securities that have been downgraded to a level that is below the minimum ratings described 
ƘŜǊŜƛƴ Ƴŀȅ ōŜ ǎƻƭŘ ƻǊ ƘŜƭŘ ŀǘ ǘƘŜ ¢ǊŜŀǎǳǊŜǊΩǎ ŘƛǎŎǊŜǘƛƻƴΦ  ¢ƘŜ ǇƻǊǘŦƻƭƛƻ ǿƛƭƭ ōŜ ōǊƻǳƎƘǘ ōŀŎƪ ƛƴǘƻ 
compliance with investment policy guidelines as soon as practical. 

 
Section 9:  SAFEKEEPING AND CUSTODY 
 
All security transactions entered into by the Charter Township of Comstock shall be conducted on a 
delivery-versus-ǇŀȅƳŜƴǘ ό5±tύ ōŀǎƛǎΦ  {ŜŎǳǊƛǘƛŜǎ ǿƛƭƭ ōŜ ƘŜƭŘ ōȅ ǘƘŜ ŎƻǳƴǘŜǊǇŀǊǘƛŜǎΩ ǘǊǳǎǘ ŘŜǇŀǊǘƳŜƴǘ ƻǊ ŀ 
third party custodian designated by the Treasurer and evidenced by transaction receipts. 
 
Section 10:  DIVERSIFICATION 

The Charter Township of Comstock will diversify its investments by security type and institution.  With the 
exception of securities guaranteed by the U.S. Government and deposits covered by FDIC insurance or in 
ŀǳǘƘƻǊƛȊŜŘ ǇƻƻƭǎΣ ƴƻ ƳƻǊŜ ǘƘŀƴ нр҈ ƻŦ ǘƘŜ /ƘŀǊǘŜǊ ¢ƻǿƴǎƘƛǇ ƻŦ /ƻƳǎǘƻŎƪΩǎ ǘƻǘŀƭ ƛƴǾŜǎǘƳŜƴǘ ǇƻǊǘŦƻƭƛƻ ǿƛƭƭ 
be invested in a single security type and no more than 10% with a single financial institution. 
 
Section 11:  MAXIMUM MATURITIES 
 
To the extent possible, the Charter Township of Comstock will attempt to match its investments with 
anticipated cash flow requirements.  Unless matched to a specific cash flow, the Charter Township of 
Comstock will not directly invest in securities maturing more than 5 years from the date of purchase.  
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Reserve funds may be invested in securities exceeding 10 years if the maturity of such investments is made 
to coincide as nearly as practicable with the expected use of the funds. 
 
Section 12:  INTERNAL CONTROL 
 
¢ƘŜ ¢ǊŜŀǎǳǊŜǊ ǎƘŀƭƭ ŜǎǘŀōƭƛǎƘ ŀƴŘ ƳƻƴƛǘƻǊ ŀ ǎȅǎǘŜƳ ƻŦ ƛƴǘŜǊƴŀƭ ŎƻƴǘǊƻƭ ŦƻǊ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ŦƛƴŀƴŎƛŀƭ ŀǎǎŜǘǎ 
that recognizes the cost benefit relationship of any system of internal control. The internal control system 
shall include an annual independent audit of the Townships financial statements as well as controls deemed 
necessary. 
 
Section 13:  PERFORMANCE STANDARDS 
 
The investment portfolio shall be designed with the objective of obtaining a market average rate of return 
throughout budgetary and economic cycles, commensurate with the investment risk constraints and the 
cash flow needs.  The Charter Township of Comstock applies a passive investment strategy.  Given this 
strategy, the basis used by the Treasurer to determine whether market yields is being achieved shall be to 
identify a comparable benchmark to the portfolio investment duration. 
 
Section 14:  REPORTING 
 
The Treasurer shall provide the Township Board quarterly investment reports which provide an executive 
summary of the status of the current investment portfolio. The report should include the following: 
 

a) A listing of investments held at the end of the reporting period. 

b) Beginning market value, earnings/losses accrued, deposits/withdrawals/transfers completed, and 

ending market value for the reporting period by investment. 

c) Earnings rate by investment for the reporting period. 

d) Percentage of the Portfolio represented by each investment category. 

e) A statement regarding compliance with the policy of the current investment portfolio. 

 
Section 15:  INVESTMENT POLICY ADOPTION 

¢ƘŜ /ƘŀǊǘŜǊ ¢ƻǿƴǎƘƛǇ ƻŦ /ƻƳǎǘƻŎƪΩǎ ƛƴǾŜǎǘƳŜƴǘ ǇƻƭƛŎȅ ǎƘŀƭƭ ōŜ ŀŘƻǇǘŜŘ ōȅ ǊŜǎƻƭǳǘƛƻƴ ƻŦ ǘƘŜ ¢ƻǿƴǎƘƛǇ 
Board.  The policy shall be reviewed annually by the Township Treasurer and any modifications made 
thereto must be approved by the Township Board. 
 
 

Investment Policy Approved by the Township Board October 29, 2018 
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Investment Policy Glossary 
 
AGENCIES: Federal agency securities and/or Government-sponsored enterprises. 
 
ASKED: The price at which securities are offered. 
 
BENCHMARK: A comparative base for measuring the performance or risk tolerance of the investment 
portfolio.  A benchmark should represent a close correlation to the level of risk and the average duration 
ƻŦ ǘƘŜ ǇƻǊǘŦƻƭƛƻΩǎ investments. 
 
BID: The price offered by a buyer of securities. (When you are selling securities, you ask for a bid.) See Offer. 
 
BROKER: A broker brings buyers and sellers together for a commission. 
 
CERTIFICATE OF DEPOSIT (CD): A time deposit with a specific maturity evidenced by a Certificate.  Large-
ŘŜƴƻƳƛƴŀǘƛƻƴ /5Ωǎ ŀǊŜ ǘȅǇƛŎŀƭƭȅ ƴŜƎƻǘƛŀōƭŜΦ 
 
COLLATERAL: Securities, evidence of deposit or other property, which a borrower pledges to secure 
repayment of a loan.  Also refers to securities pledged by a bank to secure deposits of public monies. 
 
COMPREHENSIVE ANNUAL FINANCIAL REPORT (CAFR): The official annual report for the Charter Township 
of Comstock.  It includes five combined statements for each individual fund and account group prepared in 
conformity with GAAP.  It also includes supporting schedules necessary to demonstrate compliance with 
finance-related legal and contractual provisions, extensive introductory material, and a detailed Statistical 
Section. 
 
COUPON: (a) The annual rate of interest that a ōƻƴŘΩǎ ƛǎǎǳŜǊ ǇǊƻƳƛǎŜǎ ǘƻ Ǉŀȅ ǘƘŜ ōƻƴŘƘƻƭŘŜǊ ƻƴ ǘƘŜ ōƻƴŘΩǎ 
face value. (b) A certificate attached to a bond evidencing interest due on a payment date. DEALER: A 
dealer, as opposed to a broker, acts as a principal in all transactions, buying and selling for his own account. 
 
DEBENTURE: A bond secured only by the general credit of the issuer. 
 
DELIVERY VERSUS PAYMENT: There are two methods of delivery of securities: delivery versus payment and 
delivery versus receipt.  Delivery versus payment is delivery of securities with an exchange of money for 
the securities.  Delivery versus receipt is delivery of securities with an exchange of a signed receipt for the 
securities. 
 
DERIVATIVES: (1) Financial instruments whose return profile is linked to, or derived from, the movement of 
one or more underlying index or security, and may include a leveraging factor, or (2) financial contracts 
based upon notional amounts whose value is derived from an underlying index or security (interest rates, 
foreign exchange rates, equities or commodities). 
 
DISCOUNT: The difference between the cost price of a security and its maturity when quoted at lower than 
face value.  A security selling below original offering price shortly after sale also is considered to be at a 
discount. 
 
DISCOUNT SECURITIES: Non-interest bearing money market instruments that are issued a discount and 
redeemed at maturity for full face value, e.g., U.S. Treasury Bills. 
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DIVERSIFICATION: Dividing investment funds among a variety of securities offering independent returns. 
 
FEDERAL CREDIT AGENCIES: Agencies of the Federal government set up to supply credit to various classes 
ƻŦ ƛƴǎǘƛǘǳǘƛƻƴǎ ŀƴŘ ƛƴŘƛǾƛŘǳŀƭǎΣ ŜΦƎΦΣ {ϧ[ΩǎΣ ǎƳŀƭƭ ōǳǎƛƴŜǎǎ ŦƛǊƳǎΣ ǎǘǳŘŜƴǘǎΣ ŦŀǊƳŜǊǎΣ ŦŀǊƳ ŎƻƻǇŜǊŀǘƛǾŜǎΣ ŀƴŘ 
exporters. 
 
FEDERAL DEPOSIT INSURANCE CORPORATION (FDIC): A federal agency that insures bank deposits, currently 
up to $250,000 per deposit.  FEDERAL FUNDS RATE: The rate of interest at which Fed funds are traded. This 
rate is currently pegged by the Federal Reserve through open-market operations. 
 
FEDERAL HOME LOAN BANKS (FHLB): Government sponsored wholesale banks (currently 12 regional banks), 
which lend funds and provide correspondent banking services to member commercial banks, thrift 
institutions, credit unions and insurance companies.  The mission of the FHLBs is to liquefy the housing 
related assets of its members who must purchase stock in their district Bank. 
 
FEDERAL NATIONAL MORTGAGE ASSOCIATION (FNMA): FNMA, like GNMA was chartered under the Federal 
National Mortgage Association Act in 1938.  FNMA is a federal corporation working under the auspices of 
the Department of Housing and Urban Development (HUD).  It is the largest single provider of residential 
mortgage funds in the United States.  Fannie Mae, as the corporation is called, is a private stockholder-
ƻǿƴŜŘ ŎƻǊǇƻǊŀǘƛƻƴΦ ¢ƘŜ ŎƻǊǇƻǊŀǘƛƻƴΩǎ ǇǳǊŎƘŀǎŜǎ ƛƴŎƭǳŘŜ ŀ ǾŀǊƛŜǘȅ ƻŦ ŀŘƧǳǎǘŀōƭŜ ƳƻǊǘƎŀƎŜǎ ŀƴŘ ǎŜŎƻƴŘ 
loans, in addition to fixed-ǊŀǘŜ ƳƻǊǘƎŀƎŜǎΦ  Cba!Ωǎ ǎŜŎǳǊƛǘƛŜǎ ŀǊŜ ŀƭǎƻ ƘƛƎƘƭȅ ƭƛǉǳƛŘ ŀƴŘ ŀǊŜ ǿƛŘŜƭȅ ŀŎŎŜǇǘŜŘΦ 
FNMA assumes and guarantees that all security holders will receive timely payment of principal and 
interest. 
 
FEDERAL OPEN MARKET COMMITTEE (FOMC): Consists of seven members of the Federal Reserve Board and 
five of the twelve Federal Reserve Bank Presidents.  The President of the New York Federal Reserve Bank is 
a permanent member, while the other Presidents serve on a rotating basis.  The Committee periodically 
meets to set Federal Reserve guidelines regarding purchases and sales of Government Securities in the 
open market as a means of influencing the volume of bank credit and money. 
 
FEDERAL RESERVE SYSTEM: The central bank of the United States created by Congress and consisting of a 
seven member Board of Governors in Washington, D.C., 12 regional banks and about 5,700 commercial 
banks that are members of the system. 
 
FINANCIAL INDUSTRY REGULATORY AUTHORITY (FINRA): An independent, non-governmental regulator for 
all securities firms doing business with the public in the United States. 
 
GOVERNMENT NATIONAL MORTGAGE ASSOCIATION (GNMA or Ginnie Mae): Securities influencing the 
volume of bank credit guaranteed by GNMA and issued by mortgage bankers, commercial banks, savings 
and loan associations, and other institutions.  Security holder is protected by full faith and credit of the U.S. 
DƻǾŜǊƴƳŜƴǘΦ DƛƴƴƛŜ aŀŜ ǎŜŎǳǊƛǘƛŜǎ ŀǊŜ ōŀŎƪŜŘ ōȅ ǘƘŜ CI!Σ ±! ƻǊ CƳI! ƳƻǊǘƎŀƎŜǎΦ ¢ƘŜ ǘŜǊƳ άǇŀǎǎ-
ǘƘǊƻǳƎƘǎέ ƛǎ ƻŦǘŜƴ ǳǎŜŘ ǘƻ ŘŜǎŎǊƛōŜ DƛƴƴƛŜ aŀŜǎΦ 
 
LIQUIDITY: A liquid asset is one that can be converted easily and rapidly into cash without a substantial loss 
of value.  In the money market, a security is said to be liquid if the spread between bid and asked prices is 
narrow and reasonable size can be done at those quotes. 
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LOCAL GOVERNMENT INVESTMENT POOL (LGIP): The aggregate of all funds from political subdivisions that 
are placed in the custody of the State Treasurer for investment and reinvestment. 
 
MARKET VALUE: The price at which a security is trading and could presumably be purchased or sold. 
 
MATURITY: The date upon which the principal or stated value of an investment becomes due and payable. 
 
MONEY MARKET: The market in which short-ǘŜǊƳ ŘŜōǘ ƛƴǎǘǊǳƳŜƴǘǎ όōƛƭƭǎΣ ŎƻƳƳŜǊŎƛŀƭ ǇŀǇŜǊΣ ōŀƴƪŜǊǎΩ 
acceptances, etc.) are issued and traded. 
 
OFFER: The price asked by a seller of securities. (When you are buying securities, you ask for an offer.) See 
Asked and Bid. 
 
OPEN MARKET OPERATIONS: Purchases and sales of government and certain other securities in the open 
market by the New York Federal Reserve Bank as directed by the FOMC in order to influence the volume 
of money and credit in the economy.  Purchases inject reserves into the bank system and stimulate growth 
ƻŦ ƳƻƴŜȅ ŀƴŘ ŎǊŜŘƛǘΤ ǎŀƭŜǎ ƘŀǾŜ ǘƘŜ ƻǇǇƻǎƛǘŜ ŜŦŦŜŎǘΦ  hǇŜƴ ƳŀǊƪŜǘ ƻǇŜǊŀǘƛƻƴǎ ŀǊŜ ǘƘŜ CŜŘŜǊŀƭ wŜǎŜǊǾŜΩǎ 
most important and most flexible monetary policy tool. 
 
PORTFOLIO: Collection of securities held by an investor. 
 
PRIMARY DEALER: A group of government securities dealers who submit daily reports of market activity and 
positions and monthly financial statements to the Federal Reserve Bank of New York and are subject to its 
informal oversight.  Primary dealers include Securities and Exchange Commission (SEC)-registered 
securities broker-dealers, banks, and a few unregulated firms. 
 
PRUDENT PERSON RULE: An investment standard. In some states the law requires that a fiduciary, such as 
a trustee, may invest money only in a list of securities selected by the custody stateτthe so-called legal 
list.  In other states the trustee may invest in a security if it is one which would be bought by a prudent 
person of discretion and intelligence who is seeking a reasonable income and preservation of capital. 
 
QUALIFIED PUBLIC DEPOSITORIES: A financial institution which does not claim exemption from the payment 
of any sales or compensating use or ad valorem taxes under the laws of this state, which has segregated 
for the benefit of the commission eligible collateral having a value of not less than its maximum liability and 
which has been approved by the Public Deposit Protection Commission to hold public deposits. 
 
RATE OF RETURN: The yield obtainable on a security based on its purchase price or its current market price.  
This may be the amortized yield to maturity on a bond the current income return. 
 
SAFEKEEPING: A service to customers rendered by banks for a fee whereby securities and valuables of all 
ǘȅǇŜǎ ŀƴŘ ŘŜǎŎǊƛǇǘƛƻƴǎ ŀǊŜ ƘŜƭŘ ƛƴ ǘƘŜ ōŀƴƪΩǎ Ǿŀǳƭǘǎ ŦƻǊ ǇǊƻǘŜŎǘƛƻƴΦ 
 
SECONDARY MARKET: A market made for the purchase and sale of outstanding issues following the initial 
distribution. 
 
SECURITIES & EXCHANGE COMMISSION: Agency created by Congress to protect investors in securities 
transactions by administering securities legislation. 
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SEC RULE 15C3-1: See Uniform Net Capital Rule. 
 
STRUCTURED NOTES: Notes issued by Government Sponsored Enterprises (FHLB, FNMA, etc.) and 
Corporations, which have imbedded options (e.g., call features, step-up coupons, floating rate coupons, 
derivative-based returns) into their debt structure.  Their market performance is impacted by the 
fluctuation of interest rates, the volatility of the imbedded options and shifts in the shape of the yield curve. 
 
TREASURY BILLS: A non-interest bearing discount security issued by the U.S. Treasury to finance the national 
debt.  Most bills are issued to mature in three months, six months, or one year. 
 
TREASURY BONDS: Long-term coupon-bearing U.S. Treasury securities issued as direct obligations of the 
U.S. Government and having initial maturities of more than 10 years. 
 
TREASURY NOTES: Medium-term coupon-bearing U.S. Treasury securities issued as direct obligations of the 
U.S. Government and having initial maturities from two to 10 years. 
 
UNIFORM NET CAPITAL RULE: Securities and Exchange Commission requirement that member firms as well 
as nonmember broker-dealers in securities maintain a maximum ratio of indebtedness to liquid capital of 
15 to 1; also called net capital rule and net capital ratio.  Indebtedness covers all money owed to a firm, 
including margin loans and commitments to purchase securities, one reason new public issues are spread 
among members of underwriting syndicates.  Liquid capital includes cash and assets easily converted into 
cash. 
 
YIELD: The rate of annual income return on an investment, expressed as a percentage. (a) INCOME YIELD is 
obtained by dividing the current dollar income by the current market price for the security. (b) NET YIELD 
or YIELD TO MATURITY is the current income yield minus any premium above par or plus any discount from 
par in purchase price, with the adjustment spread over the period from the date of purchase to the date 
of maturity of the bond. 
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COMSTOCK TOWNSHIP INVESTMENT POLICY RESOLUTION 

 

 WHEREAS, the Board of the Charter Township of Comstock, Kalamazoo County, in exercising its 
fiduciary responsibilities desires to safeguard the funds of the Township that may be invested from time to 
time, and 

 WHEREAS, Public Act 196 of 1997, MCL 129.91, et seq., requires township boards, in consultation 
with the Township Treasurer, to adopt an investment policy, now 

 THEREFORE BE IT RESOLVED, that the Charter Township of Comstock Board adopts the Charter 
Township of Comstock Investment Policy and that this Investment Policy shall continue to have effect until 
expressly rescinded or modified. 

  
 BE IT FURTHER RESOLVED that this policy is applicable to all public funds belonging to the Charter 
Township of Comstock and in the custody of the Township Treasurer. 

  
 BE IT FURTHER RESOLVED that the Township will comply with all applicable statutes related to 
public fund investments. Any provisions of this resolution and/or the Charter Township of Comstock 
Investment Policy in conflict with applicable statutes is void. 

Adopted by the Township Board on October 29, 2018 
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INVESTMENT PROCEDURES 

 
Section 1:  PURPOSE 
 
The purpose of this document is to establish procedures for the operation of the investment program of 
the Charter Township of Comstock consistent with the written Investment Policy. 
 
Section 2:  CASH REVIEW 
 
The Treasurer or his/her delegate (hereafter referred to as Investment Officer) must review the cash 
balances and investment portfolio daily, or as needed. Items to be reviewed should include: 

 
a) Balances, by fund if so deposited, at primary bank. 

b) Balances, by fund if so deposited, at other banks. 

c) Maturing investments. 

d) Bond sales and other large, periodic receipts. 

e) Bond and coupon payments (debt service) and other large periodic cash disbursements. 

 
Section 3:  INVESTMENT SELECTION 
 
The Investment Officer determines how much of the cash balance is available for investment and selects 
the area of the yield curve that most closely matches the required maturity date. In determining the 
maturity date, the Investment Officer should consider liquidity, cash flow and expected expenditures. A 
review of some of the following sources should be made to determine whether the investments should be 
placed to match projected expenditures or shorter, or to take advantage of current and expected interest 
rate environments: 

 
a) Wall Street Journal or similar daily business publication. 

b) Input from approved broker/dealers. 

c) Input from depository banks. 

d) Publications on general trends of economic statistics. 

e) Input from data services (Telerate, Bloomberg, Reuters, etc.) 

 
Section 4:  PURCHASING AN INVESTMENT 
 
The Investment Officer shall establish with whom the jurisdiction is going to transact business. The 
following factors should be used in evaluating a financial institution: 

 
a) Financial condition, strength and capability to fulfill commitments. 

b) Overall reputation with other dealers and investors. 

c) Regulatory status of the broker/dealer (providers). 

d) Background and expertise of the individual representative. 

e) The use of a nationally recognized financial institution rating organization (Lace, Sheshunoff, 

Thompson Bankwatch, etc.). 
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If choosing an external pool or fund as the preferred investment vehicle, the following should be available 
for inspection prior to purchase and at any reasonable time thereafter: 

 
a) A written investment policy, if a government-run investment pool. 

b) A prospectus for money-market funds, mutual funds or bank-managed funds. 

c) A schedule of the types of reports and the frequency of distribution. 

d) A clear description of how interest rates are calculated. 

e) A schedule of when and how income is distributed. 

f) Are the pool or fund types of investments restricted to your own legal and policy limits? 

g) Are the pool or fund investments restricted to your own maturity limits? 

 
Before concluding any transaction, the Investment Officer should validate the following: 

 
a) The security selected for purchase meets all criteria, including portfolio diversification, 

collateralization (if appropriate) and maturity. If the security has any imbedded options such as call 

provisions or coupon adjustments, these should also be reviewed. 

b) Yield calculations should be verified. 

c) Total purchase cost (including accrued interest) does not exceed funds available for investment. 

d) Advise the provider that their offering has been selected for purchase. 

 
After consummation of the transaction, and prior to settlement date, the Investment Officer and the 
provider should exchange and review the following information to ensure prompt, and uninterrupted 
settlement: 

 
a) Name of third-party safekeeping agent. 

b) ABA number of safekeeping agent. 

c) Safekeeping account number. 

d) Reconfirm amount of transaction. 

e) Reconfirm settlement date. 

f) Acquire CUSIP number of security, if applicable. 

 
Section 5:  SETTLEMENT & FOLLOW-THROUGH 
 
The Investment Officer should forward to the safekeeping agent a report of the investment transaction. 
The report may be verbal, but a written form should be sent and acknowledged. When applicable, the 
following should be verified: 

 
a) Provision of receipt or disbursement of funds. 

b) Internal transfer or wiring of funds. 

c) ±ŀƭƛŘŀǘƛƻƴ ƻŦ ǿǊƛǘǘŜƴ άǎŀŦŜƪŜŜǇƛƴƎ ǊŜŎŜƛǇǘέΦ 

d) Notification of discrepancy prior to acceptance or rejection of the transaction. 

e) Immediate notification if a fail has occurred: by provider if they are responsible, by safekeeping 

agent if they are responsible. 

 
Investment Procedures Approved by the Township Board October 29, 2018  
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ACCOUNTS RECEIVABLE 

All point of sale payments may be made by cash, check, money order, electronic funds transfer, major 
credit card*, or debit card.  Debit cards must bear the logo of a major credit card and be processed as a 
credit card.  Personal Identification Number (PIN) based debit card transactions cannot be processed. 
 
*Major credit cards include Visa, MasterCard, Discover and American Express 

 
Web-based payments are also accepted for summer and winter property tax payments using a major credit 
card. 
 
All credit/debit card transactions are processed by Point & Pay.  Point & Pay collects a per transaction fee 
equal to 3% ($2 minimum) of the transaction amount of processing credit/debit card transactions.  This fee 
is borne by the cardholder, not by the Township. 

 
 

ACCOUNTS PAYABLE 

The Township Clerk/Deputy Clerk shall be responsible for processing all accounts payable. The Clerk may 
designate other township personnel to process accounts payable if the Township Board has agreed to 
incorporate that function in the job description of that position. 

 
Processing of Claims 
 
Requests for payments to vendors shall be documented in writing by a vendor invoice or, in the few 
instances where no invoice is forthcoming, by a written request by the department head requesting 
payment. Except for rare exceptions, as approved by the Clerk, only original invoices shall be processed for 
payments, as statements or copies of invoices may result in duplicate payments. All supporting 
documentation (packing slips, order forms, etc.) shall be attached to the invoice for all disbursements. 
Original bills, not copies, must be used for documentation.  
 Revised by Township Board: 03/02/2015 

 
Employee expense reimbursements shall be documented on an expense voucher prepared by the employee. 
All invoices, departmental check requests and expense vouchers shall include the following: 
 
1.  Vendor name 
2.  Purpose of payment request 
3.  Unit price and units delivered (if applicable) 
4.  Date goods delivered or services rendered 
 Revised by Township Board: 03/02/2015 

 
All requests for payments shall be approved by the department to which the expense shall be posted by 
initialing the document.  
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All requests for payment shall be submitted to the Clerk/Deputy Clerk at least 5 business days prior to the 

Board meeting at which claims will be approved.  
 Revised by Township Board: 03/02/2015 

 
The Clerk/Deputy Clerk shall verify the payee, amount, purpose and the disbursing fund of each request. 
After verification, the Clerk shall prepare a warrant, enter it into the general ledger and make a copy for 
township records.  Revised by Township Board: 03/02/2015 

 
Bills Payable Reports 
 
The Clerk/Deputy Clerk shall prepare two bills payable reports for the Board showing the fund, vendor 
name, nature of the expense, invoice number and check number. Any items paid prior to Board approval, 
per the Post-Audit Authorization Policy, shall be included in the Reports for each meeting.  Any items 
requiring approval before payment can be made will be included in the Consent Agenda.   

Updated 12/11/2018 

 
Invoices and bills supporting the claims report shall be available for Board member review the Friday prior 
to the Board meeting. Board members are responsible for scrutinizing the bills prior to Board approval. 
 Revised by Township Board: 03/02/2015 

 
Board Approval Required for all Bills Payable 

 
All claims shall be approved by the Township Board prior to payment, with the exception of tax collection 
disbursements and claims authorized by the Post-Audit Authorization Policy, by the Township Board. 
 Revised by Township Board: 03/02/2015 

 

Board Post-Audit Authorization Policy 
 
The post-audit ŀǳǘƘƻǊƛȊŀǘƛƻƴ ǇƻƭƛŎȅ ƎƛǾŜǎ ǘƘŜ /ƭŜǊƪΩǎ 5ŜǇŀǊǘƳŜƴǘ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ Ǉŀȅ ŘŜǎƛƎƴŀǘŜŘ ōƛƭƭǎ ǇǊƛƻǊ ǘƻ 
ōǊƛƴƎƛƴƎ ǘƘŜƳ ōŜŦƻǊŜ ǘƘŜ .ƻŀǊŘΦ ²ƛǘƘ ǘƘƛǎ ǇƻƭƛŎȅ ƛƴ ǇƭŀŎŜΣ ǘƘŜ /ƭŜǊƪΩǎ 5ŜǇŀǊǘƳŜƴǘ ǿƻǳƭŘ Ǉŀȅ ǘƘŜ ŀǇǇǊƻǾŜŘ 
bills, and a report will be included in the next Board meeting packet noting payments that were made per 
this policy. 
 
Post-Audit Authorization 
The Comstock Township Board of Trustees recognizes that there are some instances when the Clerk and 
Treasurer need authorization to pay claims prior to approval by the Township Board. The following claims 
shall be paid by disbursements prior to Board approval: 

 
1. Invoices where penalties would be incurred if payment was not sent prior to being approved by the 

Board. 
2. Utility Bills 
3. Recurring Invoices 
4. Payroll (including taxes and withholdings) 
5. Expenses approved by the Board 
6. The Supervisor or Superintendent may authorize emergency expenditures when deemed essential due 

to an imminent threat to the health, safety, and welfare of the Township.  
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Post-Audit 
All claims paid under this policy shall be listed on a report that is prepared for the Board. 
  Amended by the Township Board: 02/02/2017 

 

Check Controls 

Numerically controlled, pre-numbered checks shall be used. Checks shall not be signed prior to being 
completely filled out. Cleared checks must be returned to the township or electronically stored.  

 
Authorized Check Signers 

The following officials are the only persons authorized to sign checks: 
 
ω Clerk or Deputy Clerk  
ω Treasurer or Deputy Treasurer 

 
All checks require dual signatures from the Clerk and Treasurer. 
 
A check-signing electronic signature shall be limited to use by the Clerk or Deputy Clerk, and Treasurer or 
Deputy Treasurer, respectively, and shall be password-protected when not in use.Revised by Township Board: 

03/02/2015 

 
Check Processing 
 
Each check shall be signed by the Clerk or Deputy Clerk to document Board authorization of that payment 
and forwarded to the Treasurer by the next business day following the Board meeting at which they were 
approved. If payment is made in compliance with the board-adopted post-audit policy, the signed check 
shall be forwarded to the Treasurer not later than the next business day after the check is signed by the 
Clerk or Deputy Clerk.  

Revised by Township Board: 03/02/2015 
 
The Treasurer or Deputy Treasurer shall verify that the funds are available, sign the check and distribute it. 
Checks shall not be returned to the Clerk or the originating office for distribution. 

 
Township Credit Card Use Policy 
 
The Treasurer is responsible for issuing, accounting for, monitoring, retrieving and generally overseeing 
ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǘƘŜ ǘƻǿƴǎƘƛǇΩǎ ŎǊŜŘƛǘ ŎŀǊŘ ǇƻƭƛŎȅΦ  
 
Township credit cards may be used only by an officer or employee of the Township for the purchase of 
goods or services for the official business of the Township. 

  
Township officers and employees who use a Township credit card shall, as soon as possible, submit a copy 
ƻŦ ǘƘŜ ǾŜƴŘƻǊΩǎ ŎǊŜŘƛǘ ŎŀǊŘ ǎƭƛǇ ǘƻ ǘƘŜ /ƭŜǊƪΦ LŦ ƴƻ ŎǊŜŘƛǘ ŎŀǊŘ ǎƭƛǇ ǿŀǎ ƻōǘŀƛƴŜŘ ǘhat described the 
transaction, the employee shall submit a signed memo that shows the name of vendor or entity from which 
goods or services were purchased, the date and the amount of the transaction, the official business that 
required the transaction, and the chart of account number indicating the line item to which the transaction 
is to be charged. All credit card slips shall include this information as well. The memo shall also include a 
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statement why a credit card slip was not obtained and be signed by ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǳǇŜǊǾƛǎƻǊΣ 
Superintendent or by one of the administrative elected officials.  
 
An official or employee who is issued a credit card is responsible for its protection and custody. If a credit 
card is lost or stolen, the Treasurer shall be notified. The entity issuing the lost or stolen credit card shall be 
immediately notified to cancel the card. 
 
An officer or employee issued a credit card shall return the credit card to Treasurer upon termination of 
his or her employment or service with the township. 
 
The Treasurer shall maintain a list of all credit cards owned by the Township, along with the name of the 
officer and employee who has been issued the credit card, the credit limit established, the date issued, and 
the date returned. Each employee shall initial the list beside his or her name to indicate agreement that 
the credit card has been issued, and that the employee has received and read a copy of this policy. 
 
The Clerk and or Treasurer shall review each credit card statement as soon as possible to ensure that 
transactions comply with this policy. Any transactions that appear on the statements that are not 
documented with a credit card slip or a signed voucher shall be immediately investigated. Transactions that 
do not appear to comply with this policy shall be reported to the Township Board. 
 
The balance, including interest due on an extension of credit under the credit card arrangement, shall be 
paid for within the statement due date. 
 
Officers and employees who use a township credit card in a manner contrary to this policy shall be subject 
to disciplinary action, including possible termination of employment, reimbursement to the township for 
unauthorized expenditures, legal action or criminal liability. 
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COMSTOCK TOWNSHP CREDIT CARD RESOLUTION 
 

 

 WHEREAS, Public Act 266 of 1995 authorizes a township to be a party to a credit card 

arrangement if the township board has adopted by resolution a written policy governing the 

control and use of credit cards, and 

 

 WHEREAS, the Comstock Charter Township Board deems that it is in the best interest of 

the township to make certain township financial transactions by using a credit card as described in 

the Act, 

 

 NOW THEREFORE BE IT RESOLVED, that the following policy shall govern the use of 

township credit cards: 

 

(a) The Clerk is responsible for issuing, accounting for, monitoring, retrieving and generally 

overseeing compliance with the township's credit card policy. 

  

(b) Township credit cards may be used only by an officer or employee of the township for the 

purchase of goods or services for the official business of the township. 

  

(c) Township officers and employees who use a township credit card shall, as soon as possible, 

submit a copy of the vendor's credit card slip to the Clerk. If no credit card slip was obtained 

that described the transaction, the employee shall submit a signed voucher that shows the 

name of vendor or entity from which goods or services were purchased, the date and the 

amount of the transaction, the official business that required the transaction, and the chart 

of account number indicating the line item to which the transaction is to be charged. All 

credit card slips shall include this information as well. Vouchers shall also include a 

statement why a credit card slip was not obtained.  

 

(d) An official or employee who is issued a credit card is responsible for its protection and 

custody. If a credit card is lost or stolen, the clerk shall be notified. The entity issuing the 

lost or stolen credit card shall be immediately notified to cancel the card. 

 

(e) An officer or employee issued a credit card shall return the credit card to the clerk upon 

termination of his or her employment or service with the township. 

 

(f) The clerk shall maintain a list of all credit cards owned by the township, along with the 

name of the officer and employee who has been issued the credit card, the credit limit 

established, the date issued, and the date returned. Each employee shall initial the list 

beside his or her name to indicate agreement that the credit card has been issued, and 

that the employee has received and read a copy of this policy.  The Clerk shall review each 

credit card statement as soon as possible to ensure that transactions comply with this 

policy. Any transactions that appear on the statements that are not documented with a 
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credit card slip or a signed voucher shall be immediately investigated. Transactions that do 

not appear to comply with this policy shall be reported to the township board. 

 

(g) The township board shall not approve a payment to the entity issuing the credit cards until 

all transactions have been verified, including the approval of all transaction invoices if 

issued. 

 

(h) The balance including interest due on an extension of credit under the credit card 

arrangement shall be paid for within not more than 60 days of the initial statement date. 

 

(i) Officers and employees who use a township credit card in a manner contrary to this policy 

shall be subject to, one or more of the following disciplinary actions, in accordance with 

ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ tƻƭƛŎȅ ŀƴŘ tǊƻŎŜŘǳǊŜ aŀƴǳŀƭΥ 
 

verbal counseling 
written reprimand 
suspension 
termination 
reimbursement to the township for unauthorized expenditures.  

 
This resolution was adopted by the Township Board and became effective September 1, 2012 and is also included in 

the Employee Handbook. 
 

Comstock Township Library Credit Card Issuance and Use Policy 

The following policy is an excerpt from the Comstock Township Library Policy, Section 19. 

The issuance and use of a Library credit card shall comply with the following: 

1. The Library Director shall be responsible for obtaining, issuing, accounting for, monitoring, and 

retrieving Library credit cards and for overseeing compliance with this Credit Card issuance and Use 

Policy. Library credit cards shall only be issued to the Department Heads and the Library Director. 

2. Comstock Township Library credit cards may be used only to purchase operating supplies for the Library 

or for authorized travel expenses for the Library. 

3. Employeeǎ ǿƘƻ ǳǎŜ ŀ [ƛōǊŀǊȅ ŎǊŜŘƛǘ ŎŀǊŘ ǎƘŀƭƭ ƛƳƳŜŘƛŀǘŜƭȅ ǎǳōƳƛǘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ǾŜƴŘƻǊΩǎ ŎǊŜŘƛǘ ŎŀǊŘ 

sales receipt to the Business Manager. If the employee who makes a credit card purchase does not 

receive a sales receipt from the vendor, the employee shall submit a signed voucher to the Business 

Manager that shows the name of the vendor or entity from which goods were purchased, the date and 

the amount of the transaction, and a description of the type and quantity of goods purchased. 

4. An employee who is issued a Library credit card is responsible for its protection and custody. If a Library 

credit card is lost or stolen, the employee shall notify the Director immediately. The Director shall 

immediately notify the entity issuing the lost or stolen credit card to cancel the card. 
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5. An employee issued a Library credit card shall return the credit cards to the Director upon termination 

of his or her employment with the Library. The Director shall notify the financial institution issuing the 

credit card to cancel that credit card. 

6. The Director shall maintain a list of all credit cards obtained by the Library along with the date the 

account was obtained and the credit limit on the account. 

This policy was provided to the Township Board on December 17, 2019 for information purposes. 

 

 
TAX ACCOUNT DISBURSEMENTS 
 
The Township Treasurer shall create a separate bank account in the name of the Township and shall 
account for the tax fund separately from other Township funds. The Treasurer shall provide the Clerk with 
summaries of tax receipts and copies of all checks written from the tax account so the Clerk can enter the 
ƛƴŦƻǊƳŀǘƛƻƴ ƛƴǘƻ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ŀŎŎƻǳƴǘƛƴƎ ǎȅǎǘŜƳΦ 

 

DISPOSAL OF FIXED ASSETS POLICY 
 
Department heads shall make note on the annual inventory, or shall notify the Superintendent sooner if 
desired, of any equipment that would be appropriate for disposal. The Superintendent shall prepare a list 
of all such equipment recommended for disposal and shall submit the recommended disposal of fixed 
assets list to the township board for approval. 
 
The township shall not make a gift or donation of township property with any remaining value. The 
township board shall determine, on a case-by-case basis, the method of disposal, which may include sealed 
bids, public auction, negotiated sale or disposal. 
  
Township officials and employees are not eligible to purchase township fixed assets by negotiated sale 
without the approval of the board. An elected official shall refrain from voting with the unanimous consent 
of the board on any negotiated sale involving the elected official. 

Adopted by the Township Board June 18, 2018 

 
 

BUSINESS EXPENSE REIMBURSEMENT POLICY 

 
Elected and Appointed Officials 
 
The Township will reimburse its elected and appointed officials for all necessary and reasonable travel 
expenses related to the normal conduct of business. To administer uniform guidelines for reimbursement 
of business related travel and meals, the following policies and procedures have been established. While 
this policy provides many answers and useful guidance, it cannot address every possible situation. If you 
have any questions regarding the business nature and/or reimbursement of such expenses, check with the 
Township Superintendent before you commit to spending any funds. The most useful guide to cost effective 
business travel is to spend money as if it were your own. 
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Auto Allowance/Mileage 
 
Township elected and appointed officials receive reimbursement for direct business mileage. Township 
elected and appointed officials will be reimbursed for mileage on their personal vehicles while performing 
Township business.  The Township will utilize the federal mileage reimbursement amount as determined 
on the first day of the calendar year.  In all cases, the elected and appointed official will ensure that a 
Township vehicle is not available before using their own vehicle and charging mileage to the Township.  
 
The use of a personal automobile for business related travel is only authorized if the automobile is covered 
by a current insurance policy with limits not less than $300,000 for bodily injury and $300,000 for property 
damage. Any damages, repair costs, and/or maintenance costs incurred by an employee in the use of their 
privately owned vehicle in conjunction with Township business is the sole responsibility of the employee. 
 

{ǇƻǳǎŜΩǎ ¢ǊŀǾŜƭ 
 
Travel expenses related to a Township elected and appoinǘŜŘ ƻŦŦƛŎƛŀƭΩǎ ǎǇƻǳǎŜ ŀǊŜ ƴƻǘ ǊŜƛƳōǳǊǎŀōƭŜ ōȅ ǘƘŜ 
Township. 

 
Lodging 
 
The selection of overnight lodging should be guided by considerations of safety, quality and reasonableness 
of room rates. The Township Board may authorize lodging for Township elected and appointed officials 
attending a conference or work session.  Township elected and appointed officials may be entitled to 
lodging expenses if the class or work session is more than 60 miles from the Township Hall and the class 
either begins before 8:00 a.m. or ends after 7:00 p.m. 
 
Business Meals 
 
Township elected and appointed officials may be reimbursed for reasonable and actual expenses for meals 
incurred while on business trips away from their normal business hours. All original receipts must be 
incluŘŜŘ ǿƛǘƘ ǘƘŜ ƻŦŦƛŎƛŀƭΩǎ ǘǊŀǾŜƭ ŀƴŘ ŜȄǇŜƴǎŜ ǊŜǇƻǊǘΦ  !ƴȅ ƻŦŦƛŎƛŀƭ ŜȄǇŜƴǎŜ ǊŜǇƻǊǘ ǊŜŎŜƛǾŜŘ ǿƛǘƘƻǳǘ ǘƘŜ 
receipts will be returned to the official.  The Township Board may allocate a maximum $64 per diem for 
meals when traveling.  The Township Board may also allocate up to $15 for one individual breakfast or $16 
for one individual lunch and up to $28 for a dinner and $5 for incidentals if only a portion of the workday is 
used. 

 
Approved by the Township Board 01/22/2018 
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REVENUE POLICIES 

 

Fund Balance/Carry Over 
 
The Township will maintain an unrestricted, uncommitted, unassigned General Fund balance within a range 
adequate to meet unexpected fiscal needs of Township operations.  This balance allows orderly adjustment 
to changes resulting from fluctuations of revenue sources or expenditure emergencies. 
 
¢ƘŜ ¢ƻǿƴǎƘƛǇΩǎ ƭŀǊƎŜǎǘ ǊŜǾŜƴǳŜ ǎƻǳǊŎŜ ƛǎ ǎǘŀǘŜ ǊŜǾŜƴǳŜ ǎƘŀǊƛƴƎΣ ǿƘƛŎƘ ƛǎ ǊŜŎŜƛǾŜŘ ōƛ-monthly.  Property tax 
ƛǎ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ƴŜȄǘ ƭŀǊƎŜǎǘ ǎƻǳǊŎŜ ƻŦ ǊŜǾŜƴǳŜΦ  ¢ƘŜ ŎƻƭƭŜŎǘƛƻƴ ƻŦ ǘƘƛǎ ǎǘǊŜŀƳ ŦƻǊ ǘƘŜ DŜƴŜǊŀƭ CǳƴŘ does 
not begin until tax bills are distributed in December.  The Township is required to sustain an operational 
fund balance to support activities that occur prior to the collection process and beyond. 
 
The target range of uncommitted General Fund balance to General Operating Expenditures will be at least 
20%.  Any amount over the 20% threshold shall be assigned to capital expenditures. 
 

Fees for Services 
 
Recognizing that governments provide services to citizens and that while the costs of providing services 
generally increases from year to year, revenues frequently increase at a rate less than the rate of increase 
in costs, many governmental units have implemented fee policy which is intended to recover from the user 
of services, part of the costs of providing the services. 
 
This policy affirms that it is that intent of Comstock Township to establish uniform, consistent and 
defendable procedures for setting fees for services offered by and through Comstock Township 
government. 
 
Administrative staff shall establish and adopt procedures to assist departments in determining whether to 
charge a fee, in determining the full cost of the service and determining the fee level. 
 
Bi-annually, departments shall conduct a service cost analysis and propose to the Board, through 
Administration, fee changes or implementation of new fees. 
 
The Board shall have final authority for setting all fees unless otherwise limited by law contract. 
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GENERAL POLICIES 

 

ELECTRONIC TABLET USAGE POLICY 

Comstock Township recognizes the benefits of utilizing digital communication and information and, 
therefore, may provide a tablet (includes iPad devices) to each Board member, Commissioner, and 
administrative staff ("Users"), for use in performing official duties. This policy is to ensure the Users of the 
tablet acknowledge, understand, and respect the tablet, Internet, and this Usage Policy. 

 
Scope 
 
This policy applies to elected officials, commissioners, and staff of Comstock Township who are issued a 
tablet by the township.  

 
Policy 
 
Lǘ ƛǎ ǘƘŜ ǇƻƭƛŎȅ ƻŦ /ƻƳǎǘƻŎƪ ¢ƻǿƴǎƘƛǇ ǘƻ ǇǊƻǾƛŘŜ ǘŀōƭŜǘ ŘŜǾƛŎŜǎ ǘƻ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ŜƭŜŎǘŜŘ ƻŦŦƛŎƛŀƭǎ ŦƻǊ ǘƘŜ 
duration of their terms, and/or administrative staff during their tenure when deemed appropriate. Those 
in receipt of tablets must adhere to this Usage Policy and these procedures to ensure the appropriate use 
and optimum functionality of Township-issued communication devices. The tablet, Internet, and email 
access that the Township provides to Users are tools for conducting Township business. Thus, use of such 
ǘƻƻƭǎ ǿƛƭƭ ōŜ ǇǊƛƳŀǊƛƭȅ ŦƻǊ ¢ƻǿƴǎƘƛǇ ōǳǎƛƴŜǎǎ ǊŜƭŀǘŜŘ ǇǳǊǇƻǎŜǎΦ !ƭƭ ƻŦ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ŎƻƳǇǳǘŜǊ ǎȅǎǘŜƳǎΣ 
including the tablet, are considered public property. The tablet, Internet, and email activities will be 
traceable to the Township and will impact the reputation of the Township. Township-issued tablets shall 
not be used to send or knowingly download any vulgar, discriminatory, or pornographic content. Users shall 
refrain from making any false or defamatory statements in any form or committing any other acts that 
could expose the Township to liability. 

 
Procedures 
 
1. Receipt of tablet. Information Technology (IT) Coordinator (Clerk) will issue to each user a tablet that 

includes appropriate applications for use relating to Township business. The Township will direct all of 
its email and other electronic transmissions for a User to the UǎŜǊΩǎ ¢ƻǿƴǎƘƛǇ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ 9ŀŎƘ 
department within the Township shall have one designee who will assist the IT Coordinator in 
disseminating the tablet to the appropriate User, and collecting the tablet for the IT Coordinator to 
conduct necessary updates when necessary. 

 
2. Care of the Tablet. Users are responsible for the general care of the tablet and associated equipment 

issued by the Township. Tablets and equipment must remain free of any writing, drawing, stickers, or 
labels that are not the property of the Township. Tablets must be kept inside the provided case at all 
times. Only a clean, soft cloth should be used to clean the screen. 
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3. Software on the Tablet. The software and applications installed by the Township must remain on the 
tablet in usable condition and be readily accessible at all times. From time-to-time, the Township may 
require Users to check in their tablets with the IT Coordinator to add or upgrade software applications 
or for periodic updates and syncing. In the event it becomes necessary to restore a tablet to its original 
condition, the Township will not be responsible for the loss of any software or data deleted due to a 
re-format and/or re-image. 

 
Any software, email messages, or files downloaded via the Internet into the Township system, including 
a Township-issued tablet, become the property of the Township and may only be used in ways that are 
consistent with applicable licenses, trademarks, or copyrights. 
 

The Township is the sole licensee of the software included with a tablet. Any copying, modification, or 
distribution of any software, including written documentation, by the User is prohibited. The User is 
responsible for complying with any and all hardware, software, service provider licensing agreements, 
terms of use, and applicable state and federal copyright and other intellectual property protections. 

 
A User may not download a file or open an email attachment unless the User knows that the file or 
attachment comes from a trustworthy source. Downloaded files and attachments may contain viruses 
or hostile applications that could damage or breach the securƛǘȅ ƻŦ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎȅǎǘŜƳǎΦ 
A User will be held accountable for any such consequences that result from the User downloading a 
file or opening an email attachments for a purpose other than Township business.  

 
4. Life of the tablet. The technological life of the tablet is estimated at three years; therefore, the tablets 

will be assessed every three years and, if authorized through the budgeting process, the Township will 
purchase upgraded devices. Replacement or upgrade decisions shall be made by Township staff to 
ensure optimum performance and compatibility at a reasonable cost. 

 
5. WARNING - NO PRIVACY. All software and data (including, and without limitation, email, calendars, 

downloaded files, and web browsing history) stored on Township-issued devices are subject to 
disclosure under State and Township public records laws or for litigation purposes, unless a privilege 
or exception exists that justifies withholding the information. 

 
6. Representations. In advocating, advancing, or expressing any individual religious, political, or personal 

views or opinions, Users must not misrepresent their statements as official Township policy. 
 
7. Email Usage and Data Usage for Township Business. A User shall use his or her assigned Township email 

account for all emaiƭ ǊŜƭŀǘŜŘ ǘƻ ¢ƻǿƴǎƘƛǇ ōǳǎƛƴŜǎǎΦ 9Ƴŀƛƭǎ ǎŜƴǘ ƻǊ ǊŜŎŜƛǾŜŘ ƻƴ ŀ ¦ǎŜǊΩǎ ¢ƻǿƴǎƘƛǇ ŜƳŀƛƭ 
account are archived and retained by the Township. This account shall be synced to the User's 
individual tablet. A User's personal email box also may be synced to the tablet, but a User either shall 
conduct all Township-related business through the User's Township email account, or copy all email 
related to Township business from the User's personal email box to the User's Township email account. 
Data usage will only be used for Township business. 

 
8. Acceptable Use. The tablet, Internet, and email access that the Township provides to Users will be 

primarily for Township business related purposes, such as to review Township Board and Committee 
agenda materials and obtain useful information for Township-related business. Township-issued 
tablets are not to be used for operation of a business for personal gain, sending chain letters, or any 
other purpose that interferes with normal Township business activities. Users shall not use Township-
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issued tablets for any illegal activity. 
 

Any questions reference to Open Meetings Act requirements shall be referred to the Superintendent 
who will consult the Township Attorney if necessary for clarification. 

 
Township staff shall not install, work on, or support an application that is not issued by the Township. 
All applications used in the course of business-related activities shall be secured in conjunction with 
the IT Coordinator. 

 
9. User Responsibility. It is the responsibility of the User to ensure the Township-provided tablet is kept in 

a reasonable and safe condition. Should a tablet be accidentally lost, damaged, or stolen, responsibility 
for replacement shall be as follows: 

 
a. First time: The Township shall pay half the cost of repair or replacement and the User shall pay half 

the cost. 
 

b. Second and subsequent time: The User shall be entirely responsible for repair or replacement costs 
and shall replace or repair the unit within two weeks of the equipment damage or loss. Tablets that 
are damaged or destroyed through intentional, reckless or negligent misuse must be repaired or 
replaced at the User's expense 

 
10. Security of the tablet. The User is responsible for the security of all data stored on the tablet, whether 

related to Township business or otherwise. The User will maintain appropriate password protection for 
data on the tablet, and will not delete or modify any security features that the Township loads on the 
tablet. A User shall notify the IT Coordinator or department designee as soon as possible if the tablet 
is lost or stolen. 

 
11. Return of the tablet. Users shall return their tablet to the IT Coordinator or department designee when 

the User's term of service or employment has ended. Upon return of the tablet to the Township and 

following the preparation of any appropriate backup files, the tablet will be wiped clean of any and all 

information, and issued to the User's successor. 

12. Compliance with Policy. The Township reserves the right to inspect any and all files stored on any and 
all tablets that are the property of the Township in order to ensure compliance with this policy. Users 
do not have any personal privacy right in any material, data, files, programs, etc. created, received, 
stored in, or sent from any Township-issued tablet, and the IT Coordinator is hereby authorized to 
institute appropriate practices and procedures to ensure compliance with this policy. Any violation of 
this policy by employees may result in discipline as deemed appropriate. In the event of a violation of 
this policy by any elected official, the Township Board may take any action appropriate under the 
circumstances. 

 
13. Acceptable Use Policy. !ƭƭ ǳǎŜǊǎ ǿƛƭƭ ǎƛƎƴ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ¢ŀōƭŜǘ ¦ǎŀƎŜ tƻƭƛŎȅ ǇǊƛƻǊ ǘƻ ǊŜŎŜƛǾƛƴƎ ŀ tablet. 

Approved by the Township Board 01/22/2018 
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GUIDELINES AND POLICY FOR TOWNSHIP ADMINISTERED SOCIAL MEDIA 

Purpose 
 
To address the fast-changing landscape of the Internet and the way residents communicate and obtain 
information online, the Comstock Charter Township may use social media tools to reach a broader audience 
and to further the goals of the Township and the missions of its departments. 
 
The Township has an overriding interest and expectation in deciding what is "spoken" on behalf of the 
Township on social media sites. This policy establishes guidelines for the use of social media.  
 
Social media can take many different forms, including:  

 

¶ Internet forums  

¶ Blogs: Blogger, LiveJournal, TypePad, etc. 

¶ Wikis: Wikipedia 

¶ Podcasts  

¶ Communication tools such as Twitterá 

¶ Social Networking: Facebooká, Linkedln, My Space, etc. 

¶ Social Bookmarking: StumbleUpon, Google, etc . 

¶ Social News: Digg, Mixx, Reddit, etc.  

¶ Events: Upcoming, Eventful, Meetup, etc . 

¶ Photo Sharing: Flickr, Zoomr, Picasa, etc . 

¶ Video Sharing: YouTube, Vimeo, etc.  

¶ Audio and Music Sharing: SoundCloud, iTunes, Spotify, etc. 

 
 
Comstock Charter Township Social Media Standard 

The following are examples of social media tools that have been approved for use by the Township of 

Comstock. This list may change as new options become available. 

Á Facebook 
Á Twitter 
Á Video Sharing  
Á WordPress 
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General  
 
1. All Township of Comstock social media sites must be approved by the Township Superintendent. 

2. The Township of Comstock website (www.comstockmi.govύ ǿƛƭƭ ǊŜƳŀƛƴ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ primary 

internet presence.  

 

Comstock Charter Township Facebook Use Policy 

Facebook is a social networking site that is growing in popularity. Businesses and governments have joined 

individuals in using Facebook to promote activities, programs, projects and events. 

If a department determines it has a business need for a Facebook account, it will submit a request to the 
Township Superintendent. If approved, the Department will work with the Township Communication Team 
in creating the account and setting up the site. The page will be created using a Township e-mail account. 

 
Content 
 
1. Type of "pages 

 
a. ¢ƘŜ ¢ƻǿƴǎƘƛǇ ǿƛƭƭ ŎǊŜŀǘŜ άǇŀƎŜǎέ ƛƴ CŀŎŜōƻƻƪΣ not άƎǊƻǳǇǎέΦ CŀŎŜōƻƻƪ ǇŀƎŜǎ ƻŦŦŜǊ ŘƛǎǘƛƴŎǘ 

advantages including greater visibility, customization, and measurability. 

 

2.  Boilerplate  

a. The Communications Team will standardize and provide the Facebook page's image, consisting of 

a picture and the Township logo.  

b. Pages will include a mission and/or department boilerplate on the Wall Page and send users first 

to the Wall to connect them to the freshest content. A  Township boilerplate sentence should 

follow the department/program description.  

c. If comments are turned on -they must be monitored. The Wall page should include a Comment 

Policy Box with the following disclaimer:  

Comments posted to this page will be monitored. The Comstock Charter Township reserves 

the right to remove inappropriate comments including those that have obscene language 

or sexual content, threaten or defame any person or organization, violate the legal 

ownership interest of another party, support or oppose political candidates or ballot 

propositions, promote illegal activity, promote commercial services or products or are not 

topically related to the particular posting.  

3. Link to the Township 

a. A link to www.comstockmi.gov must be included on the Information page.  

b. Township department and project pages should be fans of other Township Facebook pages.  

http://www.comstockmi.gov/
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4. Page naming  

a. Page name should be descriptive of the department.  

b. Departments will choose carefully with consideration for abbreviations, slang iterations, etc.  

c. ¢ƘŜ /ƻƳƳǳƴƛŎŀǘƛƻƴǎ ¢ŜŀƳ ƻǊ ¢ƻǿƴǎƘƛǇ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ hŦŦƛŎŜ ǿƛƭƭ ŀǇǇǊƻǾŜ ǇǊƻǇƻǎŜŘ ƴŀƳŜǎΦ  

5. Page administrators  

a. A successful page requires "babysitting." Each department is responsible for monitoring its 

Facebook page.  

b. The department is responsible for making sure content is not stale. Each department will designate 

an alternate administrator.  

c. The Communications Team must be given administrative access to the site.  

6. Comments and Discussion Boards  

a. Comments to the Wall generally will be turned off; when turned on they must be monitored by an 

assigned administrator. Discussion Boards should be turned off.  

7. Style  

a. Township Facebook pages will be based on a template that includes consistent Township branding. 

The Communications Team will provide departments with the template.  

b. Departments will use proper grammar, avoiding jargon and abbreviations. Facebook is more casual 

than most other communication tools but still represents the Township at all times.  

8. Applications  

a. There are thousands of Facebook applications. Common applications can allow users to stream 

video and music, post photos, and view and subscribe to RSS feeds. While some may be useful to 

the page's mission, they can cause clutter and security risks.  

b. An application should not be used unless it serves a business purpose, adds to the user experience, 

comes from a trusted source, and is approved by the Communications Team.  

c. An application may be removed at any time if there is significant reason to think it is causing a 

security breach or spreading viruses. 
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Comstock Charter Township Video Posting Policy 

Purpose  

The Comstock Charter Township provides access to online video because this is the way many residents 
communicate and obtain information online. Key objectives for video content should meet one or more of 
the follow goals:  

ω provide information about Township services 

ω showcase Township and community events 

ω explore Township issues 

ω highlight outstanding individuals and organizations that contribute to Comstock  

 
The Township encourages the use of video content to further the goals of the Township and the missions 
of its departments, where appropriate. These standards should be used in conjunction with the Townships 
Social Media Use Policy. 

 
Video Posting Guidelines  
 
¶ The Communications Coordinator, with the approval of the Township Superintendent, is responsible 

for reviewing and uploading video content.  

¶ Video quality should be comparable to DVD quality.  

¶ Low quality video will be considered as long as audio is clear and the content is compelling and 
informative. 

¶ The department must have secured rights to stream the video. 

¶ The video was produced by the department.  

¶ Or permission has been granted to host and stream the video on the Comstock Charter Township 
website. 

¶ Videos streamed from other sources may not be embedded on www.comstockmi.org pages. Links to 
external videos are permitted, but should only be used when content is not available through the 
¢ƻǿƴǎƘƛǇΩǎ /ƻƳƳǳƴƛŎŀǘƛƻƴǎ 5ŜǇŀǊǘƳŜƴǘΦ  

 
Encoding & Hosting  

ω Encode the video as .mp4 file. 

ω Host the video on the Township website.  

ω Provide a video link and code to embed the video on a web page.  
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Acceptable Standards 

 ω Acceptable formats are determined by the Township Communication Coordinator and may include: 
MOV, .MPG, .WMV, .AVI, DVD, Tapes -MiniDV and DVCam. 

 
Submitting Video to Other Video Sites 
 
ω Videos may be submitted to YouTube, Facebook or other video sites approved by the Township 

Superintendent.  

ω Most of these sites limit the video to 10 minutes in length or less than 1GB.  

ω Comments on video should be turned off on these sites. 

 
 
Comstock Charter Township Twitter Policy 
 
Purpose 
 
Twitter is a micro blogging tool that allows account holders to tweet up to 280 characters of information 
to followers. By procuring and maintaining a Twitter account, the Township will communicate information 
directly to followers, alerting them to news and directing them to www.comstockmi.gov for more 
ƛƴŦƻǊƳŀǘƛƻƴΦ ¢ƘŜǎŜ ǎǘŀƴŘŀǊŘǎ ǎƘƻǳƭŘ ōŜ ǳǎŜŘ ƛƴ ŎƻƴƧǳƴŎǘƛƻƴ ǿƛǘƘ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ {ƻŎƛŀƭ aŜŘƛŀ ¦ǎŜ tƻƭƛŎȅΦ  

 
Content  
 
1. ¢ƘŜ ¢ƻǿƴǎƘƛǇ /ƻƳƳǳƴƛŎŀǘƛƻƴ ¢ŜŀƳ ǎƘŀƭƭ ƘƻƭŘ ŀƴŘ Ƴŀƛƴǘŀƛƴ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ¢ǿƛǘǘŜǊ ŀŎŎƻǳƴǘΦ 

2. The Township will have only one Twitter account, unless otherwise approved by the Township 

Superintendent. Account information, including username and passwords, shall be registered with the 

Communication Team.  

3. The Township Twitter account background will use a standardized Comstock Charter Township logo 

provided by the Communications Team.  

4. Twitter accounts shall serve three primary purposes:  

a. Get emergency information out quickly  
b. Promote Township-sponsored events  
c. Refer followers to content hosted at www.comstockmi.gov 

 
5. Generally, Tweets do not refer visitors to other Twitter or Facebook pages, unless it is to announce a 

new Twitter or Facebook site. 
 
6. Tweets shall be relevant, timely and informative.  

 
7. Twitter content shall mirror information presented on the Township website and other existing 

information-dissemination mechanisms. Communications personnel shall ensure that information is 
posted correctly the first time. Twitter does not allow for content editing. 

 

http://www.comstockmi.gov/
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Follower/Following 
 
1. The Township will follow other government and non-profit agencies.  

2. The Township reserves the right to block any follower when linking to the follower reveals content in 

Ǿƛƻƭŀǘƛƻƴ ƻŦ {ŜŎǘƛƻƴ с ƻŦ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ {ƻŎƛŀƭ aŜŘƛŀ tƻƭƛŎȅΦ  

3. Because the goal of the Twitter account is to communicate information to Comstock residents, the 

Township will block business followers. 

 
Comstock Charter Township Blogging Policy 
 
Blogs can facilitate discussion of issues related to Township government and services by providing members 
of the public the opportunity to submit comments regarding the articles. Comments submitted by 
members of the public must be directly related to the content of the articles. Submission of comments by 
members of the public constitutes participation in a limited public forum. 
 
No blog may be created that represents itself as an official Township site without the prior approval of the 
Township Superintendent. 

 
General  
 
1. All Comstock Charter Township blogs shall be: 
 

a. approved by the Township Superintendent 
b. published using the approved Township blogging platform and tools; and  
c. administered by the Communications Team  

 
2. All Comstock Charter Township blogs shall adhere to the following Township policies: 
  

a. Web Presentation and Accessibility Standards  

b. Online Privacy and Security Policy  

c. Single Domain Name Policy  

d. Policy on Non-Government Information and Links  
 
3. The Township reserves the right to restrict or remove any content that is deemed in violation of this 

blogging policy or any applicable law.  

4. Each Comstock Charter Township blog shall include an introductory statement which clearly specifies 
the purpose and topical scope of the blog.  

 
5. Comstock Charter Township blog articles and comments containing any of the following forms of 

content shall not be allowed for posting:  
 
a. Comments not topically related to the particular blog article being commented upon  

b. Profane language or content  

c. Content that promotes, fosters, or perpetuates discrimination on the basis of race, creed, color, 
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age, religion, gender, marital status, status with regard to public assistance, national origin, physical 

or mental disability or sexual orientation  

d. Comments that support or oppose political campaigns or ballot measures  

e. Sexual content or links to sexual content  

f. Solicitations of commerce  

g. Conduct or encouragement of illegal activity  

h. Information that may tend to compromise the safety or security of the public or public systems, or  

i. Content that violates a legal ownership interest of any other party  
 
6. Comstock Charter Township blog moderators shall allow blog comments that are topically related to 

the particular blog article being commented and thus within the purpose of the limited public forum, 
with the exception of the prohibited content listed in Policy -General -Section 5 above.  

 

7. All Comstock Charter Township blog moderators shall be trained regarding the terms of this Comstock 
Charter Township Blogging Policy, including their responsibilities to review content submitted for 
posting to ensure compliance with the Policy.  

8. All blog sites shall clearly indicate that they are maintained by the Comstock Charter Township and shall 
have Comstock Charter Township contact information prominently displayed. 

 
Author and Commenter Identification 
 
1. All Comstock Charter township blog authors and public commenters shall be clearly identified. 

Anonymous posting(s) shall not be allowed. 

2. Enrollment of public commenters shall be accompanied by valid contact information including a name, 

address, and email address. 

Ownership and Moderation 
 

1. The content of each Comstock Charter Township blog shall be owned by and the sole responsibility of 

the department producing and using the blog.  

2. Comments and articles submitted to a Comstock Charter Township blog shall be moderated by an 

authorized blog moderator trained and assigned by the department creating and maintaining the blog.  

Blog Comments & Responses 

 
1. All blog articles and comments shall be reviewed and approved by an authorized blog moderator before 

posting on a Comstock Charter Township blog.  

2. All blog articles and comments submitted for posting with attached content shall be scanned using 

antivirus technology prior to posting.  

3. The linked content of embedded hyperlinks within any Comstock Charter Township blog articles or blog 

comments submitted for posting shall be evaluated prior to posting. Any posted hyperlinks shall comply 
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with the Comstock Charter Township's Link Policy.  

4. Any posted hyperlinks shall be accompanied by a disclaimer stating that the Comstock Charter 

Township guarantees neither the authenticity, accuracy, appropriateness nor security of the link, web 

site or content linked there to. 

Definitions 
 
For the purpose of this Comstock Charter Township Blogging Policy, the following terms are defined as 
provided below: 
 
Blog: (an abridgment of the term web log) is a Comstock Charter Township website with regular 
entries of commentary, descriptions of events, or other material such as graphics or video. 
 
Comstock Charter Township blog author: An authorized Comstock Charter Township official that 
creates and is responsible for posted blog articles (see blog article below).  

Blog article: An original posting of content to a Comstock Charter Township blog site by a Comstock 
Charter Township blog author.  

Blog commenter: A Comstock Charter Township official or member of the public who submits a 
comment for posting in response to the content of a particular Comstock Charter Township blog 
article.  

Blog comment: A response to a Comstock Charter Township blog article submitted by a blog 
commenter.  

Comstock Charter Township blog moderator: An authorized Comstock Charter Township official, 
who reviews, authorizes and allows content submitted by Comstock Charter Township blog authors 
and public commenters to be posted to a Comstock Charter Township blog site.  

 
Approved by the Township Board for inclusion in the Budget & Policies Books on 12/17/2018. 

 
 

 

 

Note:  A copy of this policy is also located in the Employee Handbook and 

should be updated at the same time. 
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ESCROW FEE POLICY 
 

Planning & Zoning Applications 
 
The Township can incur significant review fees when processing a site plan review and other zoning 
applications. To cover these costs, the Township has adopted an escrow fee policy where the applicant for 
a project prepays into an escrow account with the initial application.  Fees that are charged against the 
escrow include engineering and legal review, publication costs for special meetings that an applicant may 
request, and other outside consultants when warranted, to list a few.  

Fee Schedule Amended by Resolution by the Township Board:  10/21/2019 

 
 

RESOLUTION ESTABLISHING  
PLANNING AND ZONING APPLICATION FEES 

 
 ²I9w9!{Σ ǘƘŜ /ƘŀǊǘŜǊ ¢ƻǿƴǎƘƛǇ ƻŦ /ƻƳǎǘƻŎƪ .ƻŀǊŘ όά¢ƻǿƴǎƘƛǇ .ƻŀǊŘέύ Ƙŀǎ ŜǎǘŀōƭƛǎƘŜŘ ŎŜǊǘŀƛƴ 
fixed application fees for planning and zoning reviews and approvals pursuant to Comstock Charter 
Township Ordinances and State law; and 
 
 WHEREAS, there are certain developments, planning and zoning applications, and development 
projects, including proposed projects in the early planning stages, which require Comstock Charter 
¢ƻǿƴǎƘƛǇ όά¢ƻǿƴǎƘƛǇέύ ǘƻ ƛƴŎǳǊ ŀŘŘƛǘƛƻƴŀƭ ŀƴŘ ŀǘ ǘƛƳŜǎ ŜȄǘǊŀƻǊŘƛƴŀǊȅ ŜȄǇŜƴǎŜǎ ŀōƻǾŜ ŀƴŘ ōŜȅƻƴŘ ǿƘŀǘ ƛǎ 
associated with typical applications; and 
 
 WHEREAS, the Township Board believes that it is reasonable and appropriate to place the cost of 
processing planning and zoning applications on the applicants involved rather than on the taxpayers of the 
Township; and 
 
 WHEREAS, the Township intends that the escrow account be used to recover costs incurred by the 
Township for the particular application or zoning process involved, and that such escrow be used to defray 
the costs of administering the Township Ordinances, the Michigan Planning Enabling Act (PA 33 of 2008, 
MCL 125.3801, et seq. and the Michigan Zoning Enabling Act (PA 110 of 2006, MCL 125.3101, et seq.), as 
amended; and 
 
 WHEREAS, this Escrow Account Policy will accomplish the above goals. 
 
 NOW THEREFORE, BE IT RESOLVED AS FOLLOWS: 

 
1. The planning and zoning application fees (as amended by the Township Board by resolution 

from time to time) shall hereafter cover the costs associated with the following: 

 
a. !ǇǇƭƛŎŀƴǘΩǎ ŀǇǇŜŀǊŀƴŎŜ ŀǘ ǊŜƎǳƭŀǊ tƭŀƴƴƛƴƎ /ƻƳƳƛǎǎƛƻƴΣ ½ƻƴƛƴƎ .ƻŀǊŘ ƻŦ !ǇǇŜŀƭǎ ŀƴŘκƻǊ 

Township Board meetings. 
b. Mailing and legal notice requirements for public hearings held at regular meetings. 
c. Involvement by Township staff (excluding outside contractors or professionals such as 

township engineer and legal counsel). 
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2. In addition to the planning and zoning application fee, all other expenses  incurred by the 

Township which are directly associated with reviewing and processing a planning and zoning 
application for uses specified in Section 3 hereof shall be paid (or reimbursed to the Township) 
from the funds in an Escrow Account established by the applicant as provided herein. Pre-
application conferences are also subject to this requirement.  

 
 ¢ƘŜ ¢ƻǿƴǎƘƛǇ Ƴŀȅ ŘǊŀǿ ŦǳƴŘǎ ŦǊƻƳ ŀƴ ŀǇǇƭƛŎŀƴǘΩǎ 9ǎŎǊƻǿ !ŎŎƻǳƴǘ ǘƻ ǊŜƛƳōǳǊǎŜ ǘƘŜ ¢ƻǿƴǎƘƛǇ 

for expenses incurred by the Township relating to the application. Such reimbursable expenses 
include, but are not limited to, to the following: 

 
a. Mailing, legal notices, member compensation for special Planning Commission meetings 

and Planning Commission subcommittee meetings. 
b. Mailing, legal notices, member compensation for special Zoning Board of Appeals 

meetings. 
c. Services of the Township Attorney and/or Engineer directly related to the application. 
d. Services of other professionals including specialized consultants working for the Township 

which are directly related to the application. 
e. Any additional public hearings, required mailings and legal notices required by the 

application. 
f. Pre-application conferences with Township Attorney, Engineer, or other professionals. 

 
3.  The Zoning Administrator has authority to decide when to waive or reduce the amount of a 

required escrow. Applications involving the following may be subject to this Escrow Account 
requirement: 

 
a. Site Plan Reviews. 
b. Planned Unit Developments and amendments. 
c. Special Use Permits. 
d. Zoning ordinance amendments including rezoning and text amendment. 
e. Subdivision Plat reviews. 
f. Site condominium reviews. 
g. Master Plan Amendment. 
h. Variance or interpretation proceedings before the Zoning Board of Appeals where the 

Zoning Administrator determines that the scope of the project or application will require 
the assistance of other Township professionals or additional costs referred to in Section 2 
hereof. 

i. Land divisions where more than four new parcels are created. 
j. Pre-application conferences when the applicant requests that the Township Engineer 

and/or Attorney attend. 
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4.  The escrow fees for uses specified in Section 3 hereof are established as shown on Exhibit A 
attached. 

 
a. These deposits shall commence with the initial amount provided by the applicant to the 

Township at the time of application.  

b. No application shall be processed prior to the required escrow fee having been deposited 
with the Township. 

c. Any excess funds remaining in the Escrow Account after the application has been fully 
processed, reviewed and/or the project is complete will be refunded to the applicant with 
no interest to be paid on those funds.  

e. Additional deposits into the Escrow Account may be required at the discretion of the 
Zoning Administrator depending on the status of the project/application and the balance 
of the Escrow Account. Review of a project/application may be halted if the balance of the 
Escrow Account falls below $100.  

f. For pre-application conferences, the initial deposit may be $250.  
g. A building permit, zoning compliance permit or final zoning approval may be withheld by 

the Township if the balance of the escrow account is insufficient to pay all the foregoing 
costs to the Township for review of the project/application.  

 
6.  The Township Treasurer shall maintain itemized records regarding the Escrow Account and 

shall authorize the disbursement of escrow funds in writing. Such Escrow Accounts (from one 
or more applicants) shall be kept in a separate Township bank account, or sub account. The 
Township has the right to collect any remaining unpaid incurred expenses relating to an 
application. 
 

7. If an applicant objects to the amount of escrow funds that must deposited or how the escrow 
funds have been applied, it can appeal to the Township Board. All such appeals shall be in 
writing and shall be made not later than thirty (30) days after final Township action regarding 
the application in question. 

 Adopted by Township Board: 08/03/2015 
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RESOLUTION UPDATING PLANNING & ZONING APPLICATION FEE SCHEDULE 
 
 

 ²I9w9!{Σ ǘƘŜ /ƘŀǊǘŜǊ ¢ƻǿƴǎƘƛǇ ƻŦ /ƻƳǎǘƻŎƪ .ƻŀǊŘ όά¢ƻǿƴǎƘƛǇ .ƻŀǊŘέύ Ƙŀǎ ǇǊŜǾƛƻǳǎƭȅ 
established certain fixed application fees for planning and zoning reviews, permits and approvals 
pursuant to Comstock Charter Township Ordinances and State law; and 
 
 WHEREAS, the Township Board believes that it is reasonable and appropriate to amend and 
update the fee schedule from time to time to reflect more closely the cost of processing various permits 
and requests.  
 
 WHEREAS, this amended Planning & Zoning Application Fee Schedule accomplishes the goal of 
having the cost of processing applications on the applicants involved rather than on the taxpayers of the 
Township. 
 
 NOW THEREFORE, BE IT RESOLVED that the Township Board does hereby adopt the updated 
Planning & Zoning Application Fee Schedule reflected on Exhibit A* .  
 

Updated and Adopted by Township Board:  10/21/2019 
*See Appendix C for the current Fee Schedule  
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COMPENSATION POLICIES 

 

Compensation 
 
The Charter Township of Comstock Board establishes a compensation policy for Comstock Township.  The 
ǘŜǊƳΣ άŎƻƳǇŜƴǎŀǘƛƻƴέΣ ƛǎ ǘǊŀŘƛǘƛƻƴŀƭƭȅ ǳƴŘŜǊǎǘƻƻŘ ǘƻ ƳŜŀƴ ǎŀƭŀǊȅ ƻǊ ǇŀȅΦ  .ȅ ŎƻƳǇŜƴǎŀǘƛƻƴΣ ǘƘŜ .ƻŀǊŘ 
recognizes according to this policy, a larger definition to mean both salary and benefits.  Salary and benefits 
together constitute a very significant budget expenditure for the Township, and should be viewed by 
employees as two parts of one compensation package. 
 
It is the policy of the Charter Township of Comstock to set employee compensation levels consistent with 
the following principles: 
 

¶ Compensation is under the authority of the Board, and shall be annually reviewed and established by 
the Board. 
 

¶ Compensation shall be set at levels necessary to recruit and retain qualified employees.  Salary levels 
are determined by the duties and responsibilities of the particular position, the educational 
requirements for the positions, a comparison to the salary levels for the Township positions, the 
prevailing salary levels for other Township positions, the prevailing salary levels for similar positions 
with other employers within relevant labor markets, the financial condition of the Township and other 
relevant considerations. 
 

¶ Benefit levels are determined by the prevailing benefit levels with other employers within relevant 
labor markers, including both cost and value of benefits, the financial condition of the Township and 
other relevant considerations, with consideration that deferred benefits should be crafted to 
encourage continued service by qualified employees. 
 

¶ Each year Administration shall make recommendations to the Board during the budget process for 
changes in compensation levels based upon the financial condition of the Township, changes in cost of 
living, prevailing compensation levels for employees of other employers within relevant labor markets 
and other relevant considerations. 
 

¶ Compensation shall be established in a manner, which is fiscally prudent and does not jeopardize either 
Ǿƛǘŀƭ ¢ƻǿƴǎƘƛǇ ǎŜǊǾƛŎŜǎ ƻǊ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ŦƛƴŀƴŎƛŀƭ ǿŜƭƭ-being. 
 

¶ Compensation is under the authority of the Board, and shall be annually reviewed and established by 
the Board. 
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¶ Compensation packages for Board members are reviewed on an annual basis.  
The following salaries have been approved for 2020 Term: 

 
Supervisor                                                                                 $ 31,000 
Clerk   $ 62,000 
Treasurer  $ 62,000 
Trustees  Salary of $250.00 per month and $125.00 per meeting 

 
 Updated by Township Board: 12/16/2019 

 
For additional information on employee classifications and insurance benefit eligibility see the Employee 

Handbook. 

 
Deferred Compensation 
 
The Township Board adopted the Ordinance and Ordinance Resolution ŜƴǘƛǘƭŜŘ ǘƘŜ ά/ƘŀǊǘŜǊ ¢ƻǿƴǎƘƛǇ ƻŦ 
/ƻƳǎǘƻŎƪ 5ŜŦŜǊǊŜŘ /ƻƳǇŜƴǎŀǘƛƻƴ hǊŘƛƴŀƴŎŜέΣ on August 31, 2015; Ordinance No. 471 effective on 
September 10, 2015 and Ordinance Resolution No. 472.  
 Adopted by Township Board:  08/03/2015 

 
For more detail regarding the plan, plan terms, tax exemption and prior inconsistent ordinances, a full text 
of the adopted version of each Ordinances are on file in the Office of the Township Clerk. A copy can also 
be found in the reference copy of the Charter Township of Comstock Compilation of General Ordinances. 
 

Revised:  10/10/2016 
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Opt-Out 
 
This resolution is to opt out of PA 152 of 2011 (the 80/20 public employee health insurance coverage).  
The statute says that the resolution must be adopted prior to the beginning of the medical plan year 
which is November 1, 2019 for Comstock.  The Township Board adopted the following Opt-Out 
Resolution: 
 

 
RESOLUTION TO OPT OUT OF 

PA 152 FOR CALENDAR YEAR 2020 
 

 WHEREAS, Comstock Charter Township is a charter township located in Kalamazoo County, 
Michigan, that provides employee health insurance to qualified employees and board members in 
accordance with MCL 41.110b et seq., and the Comstock Charter Township Employee Welfare Benefits 
Ordinance; and  
 
 WHEREAS, by resolution the Township Board has determined for 2020 that the Township will pay 
more than 80% of the single person insurance premium coverage for qualified employees and board 
members, as well the additional coverage for two-person and family insurance coverage; and  
 
 WHEREAS, MCL 15.568(1), being Section 8(1) of PA 152 of 2011, provides that a Township may 
exempt itself from the requirements of the Act by a 2/3 vote of the Board; and  
 
 WHEREAS, the Township Board desires to exempt the Township from the requirements of the Act 
for the year 2020.   
 
 NOW THEREFORE BE IT HEREBY RESOLVED that the Township hereby exercises its option under 
MCL 15.568 (1) and exempts itself from the requirements of PA 152 of 2011 for the year 2020.   

 Adopted by Township Board:  09/16/2019 
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DUTIES OF TOWNSHIP SUPERINTENDENT  
AND TOWNSHIP SUPERVISOR 

 
Superintendent 
 
The Township Board, ŀǘ ƛǘǎΩ October 15, 2018 meeting, approved entering into a new employment 
agreement with the Superintendent. On October 3, 2016, the Board adopted the following 
resolution to clearly outline the statutory duties of our Superintendent: 

 
  

RESOLUTION ASSIGNING DUTIES TO  
TOWNSHIP SUPERINTENDENT 

 
 WHEREAS, the MCL 42.10 authorizes the Township Board of a Charter Township to appoint 
a Township Superintendent to assume those duties which are listed in the statute; and  

 
 WHEREAS the Comstock Charter Township Board has appointed Scott Hess as the 
Township Superintendent; and 

 
 WHEREAS the Township Board finds it necessary and appropriate to the smooth 
functioning of the Township for the following statutory duties to be transferred to the 
Superintendent at this time:  

 
1. To see that all laws and township ordinances are enforced; 
2. To manage and supervise all public improvements, works, and undertakings of the township;  
3. To have charge of the construction, repair, maintenance, lighting and cleaning of streets, 

sidewalks, bridges, pavements, sewers and of all the public buildings or other property 
belonging to the township;  

4. To manage and supervise the operation of all township utilities;  
5. To be responsible for the preservation of property, tools, and appliances of the township;  
6. To see that all terms and conditions imposed in favor of the township or its inhabitants in 

any public utility franchise, or in any contract, are faithfully kept and performed. 
7. To attend all meetings of the township board, with the right to take part in discussions, but 

without the right to vote;  
8. To be a member, ex officio, of all committees of the township board; 
9. To prepare and administer the annual budget under policies formulated by the township 

board and keep the said board fully advised at all times as to the financial condition and 
needs of the township;  

10. To recommend to the township board for adoption such measures as he may deem 
necessary or expedient;  

11. To be responsible to the township board for the efficient administration of all departments 
of the township government;  

12. To act as the purchasing agent for the township or, under his responsibility, delegate such 
duties to some other office or employee; 

13. To conduct all sales of personal property, which the township board may authorize to be 
sold;  

14. To assume all the duties and responsibilities as personnel director of all township employees 
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or delegate such duties to some other officer or employee; 
15. To perform such other duties as may be prescribed by this act or required of him by 

ordinance or by direction of the township board, or which are not assigned to some other 
official in conformity with the provisions of this act.  

 
 NOW THEREFORE BE IT HEREBY RESOLVED THAT the above statutory duties are transferred 
to the Township Superintendent as of this date; and  
 
 IT IS FURTHER RESOLVED that the Superintendent shall receive no additional 
compensation for the performance of these duties at this time; and 
 
 IT IS FURTHER RESOLVED that all resolutions or parts of resolutions in conflict herewith are 
hereby repealed. 

 

Supervisor 
 
The following draft job description, outlining proposed of duties of the Comstock Township 
Supervisor, were presented to the Township Board on June 6, 2016: 

 
Summary: The office of supervisor generally serves as ǘƘŜ ǘƻǿƴǎƘƛǇΩǎ ŎƘƛŜŦ ǎǇƻƪŜǎǇŜǊǎƻƴΦ ¢ƘŜ 
authority of the supervisor is limited to that provided by statute or delegated by the township 
board. The image of the township and its ability to satisfy the needs of its citizens and property 
owners rests largely ƻƴ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊΩǎ ƪƴƻǿƭŜŘƎŜ ƻŦ ǘƻǿƴǎƘƛǇ ƎƻǾŜǊƴƳŜƴǘ ŀƴŘ Ƙƻǿ ǘƘŜ ǘƻǿƴǎƘƛǇ 
can accomplish these purposes legally, fairly and with the least amount of dissension and friction 
as possible. The ability to mediate in a rational and logical manner and in the interest of good 
township development and service is the major goal of the supervisor. 
 
The supervisor assists with the administrative operations for the township and delegates certain 

statutorily assigned functions to other full-time and/or part-time employees of the township. It is 

ǳƴŘŜǊǎǘƻƻŘ ǘƘŀǘ ǘƘƛǎ ŀǎǎƛƎƴƳŜƴǘ ŘƻŜǎ ƴƻǘ ŘƛƳƛƴƛǎƘ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊΩǎ ǎǘŀǘǳǘƻǊȅ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ŀƴŘ 

ǘƘŀǘ ǘƘŜǎŜ ŘǳǘƛŜǎ Ƴŀȅ ōŜ ŀǎǎǳƳŜŘ ŀǘ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊΩǎ ŘƛǎŎǊŜǘƛƻƴ ŀǘ ŀƴȅ ǘƛƳŜΦ 

The supervisor works with the Township Superintendent on matters related to policy formation, 

budget oversight, general personnel matters, agenda matters, and committee assignments. 

The supervisor is ex officio of all board committees and represents the township at various local, 

countywide, state or national meetings; except for those delegated to the Superintendent. 
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Task of the Supervisor: 
 
A. Legal Agent 
 
 ¢ƘŜ ǎǳǇŜǊǾƛǎƻǊ ƛǎ ǘƘŜ ǘƻǿƴǎƘƛǇΩǎ ŀƎŜƴǘ ŦƻǊ ǘǊŀƴǎŀŎǘƛƴƎ ŀƭƭ ƭŜƎŀƭ ōǳǎƛƴŜǎǎΣ ǳǇƻƴ ǿƘƻ ǎǳƛǘǎ Ƴŀȅ 

be brought and defended and upon whom all process against the township is served. (MCL 

41.2) 

B. Moderates Board Meetings 

 When present, the supervisor is the moderator of any township meeting. (MCL 41.97) The 

supervisor has the authority to place a person under oath on any statements made to the 

supervisor in his or her official capacity as supervisor. (MCL 41.64b)  The supervisor also has 

the right and duty to regulate the proceedings of any meeting, including deciding questions 

of order, making declaration of votes cast, granting authority to persons to speak at the 

meeting and silencing those who may be out of order or disrupting the meeting. (MCL 41.97 

through MCL 41.99)  As a member of the township board, the supervisor should vote on all 

issues upon which a vote is required, unless there is a conflict of interest unanimously agreed 

to by the board members. (MCL 42.5(2) and MCL 42.7) 

C. Appointments, Nominations and Oath of Office 

 The supervisor is responsible for appointing, with township board approval, all members of 

the planning commission. (MCL 125.3815) 

 CǳǊǘƘŜǊΣ ƛǘ ƛǎ ƴƻǘŜŘ ǘƘŀǘ ǳƴŘŜǊ ǘƘŜ ǘƻǿƴǎƘƛǇΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ǘƘŀǘ ǘƘŜ 

supervisor also appoints, with township board approval, the members to the zoning board of 

appeals, board of review, and all other standing and special committees of the township. 

 The supervisor may administer the oath of office as provide in Section 1 of Article XI of the 

State Constitution of 1963 to township officers. (MCL 41.64b) 

D. Elected Official 

 Serves as an elected and voting member of the Charter Township of Comstock Board of 

Trustees and member of various other boards and committees. 

(This job description took into account the Township Superintendents job description, pending any possible 
changes or modifications by the Board) 
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STATUTORY DUTIES AND AUTHORITY OF TOWNSHIP SUPERVISOR 

 (CHARTER TOWNSHIP) 
(from the Michigan Townships Association, July 31, 2012) 

 
 

¶ Moderates board and annual meetings 

¶ Chief assessing officer (if certified) 

¶ Secretary to Board of Review 

¶ ¢ƻǿƴǎƘƛǇΩǎ ƭŜƎŀƭ ŀƎŜƴǘ 

¶ aǳǎǘ Ƴŀƛƴǘŀƛƴ ǊŜŎƻǊŘǎ ƻŦ ǎǳǇŜǊǾƛǎƻǊΩǎ ƻŦŦƛŎŜ 

¶ Responsible for tax allocation board budget (if applicable) 

¶ Appoints some commission members 

¶ May call special meetings 

¶ May appoint a deputy 

¶ May administer the oath of office 
 

 

  

https://www.michigantownships.org/members/topic.asp?tpt=tv&tid=9
https://www.michigantownships.org/members/topic.asp?tpt=tv&tid=136


68 | P a g e 

 

 

 

 

 

 

2020 BUDGET           
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GENERAL FUND 
 
The combined operating budget totals $8,559,071 and the budget is balanced. Revenues for eight 
(7) of the ten (10) operating funds are anticipated to meet or exceed projected expenditures. 
Expenditures for general fund operating, fire capital improvement, and sewer system budgets, as 
part of their Capital Improvement Programs, will exceed projected revenues and be supplemented 
by using unrestricted fund balance. 

 
 

REVENUE SOURCE AMOUNT 
  

Taxes $822,152 

State Grants 1,350,584 

Licenses & Permits 112,500 

Fines & Forfeits 3,800 

Charges for Services 239,150 

Interest on Deposits 15,000 

Other 250 

Revenue Total:                       $2,543,436 

 
 

<><><><><><><> 
 

GENERAL FUND BUDGET RESOLUTION 
 

 WHEREAS, in accordance with law and statute provided the Township prepared a proposed 
budget for the operation and maintenance of the Township for the fiscal year commencing 
January 1, 2020, in the total amount of $2,543,436 covering general fund estimated expenditures 
for said period; and 

WHEREAS, in accordance with Michigan law, notice of public hearing on said proposed 
budget was published in the Kalamazoo Gazette; and 

 
WHEREAS, a copy of such budget has been available for public inspection from the date of 

the publication of such notice until the date of said hearing; and was further available for such 
inspection at the hearing; and 

 
WHEREAS, said hearing was held in accordance with the notice and opportunity was given 

to all present to be heard in the premises;  
 
WHEREAS, said general fund budget appears to be reasonable and proper in accordance 

with law and statute provided;  
 

NOW, THEREFORE, BE IT HEREBY RESOLVED as follows: 
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1. That the Township Board of the Charter Township of Comstock  hereby adopts and 
approves the budget, as attached hereto, incorporated herein, and made a part hereof, 
for the fiscal year of the Township commencing January 1, 2020. 

 
2. That the Township Board of the Charter Township of Comstock hereby adopts and 

approves the portion of the budget covering disbursements and expenses in the total 
amount of $2,745,705 for the fiscal year commencing January 1, 2020.  

 
3. That the Township Board of the Charter Township of Comstock hereby authorizes the levy 

of 0.9764 mills of ad valorem taxes which shall become due December 1, 2019, for general 
operating purposes. 

 
4. That the Township Board of the Charter Township of Comstock further approves that 

portion of the budget  representing revenue sources in the total amount of $2,543,436 
which sources are as follows, effective December 16, 2019: 

 

REVENUE SOURCE AMOUNT 

  

Taxes $822,152 

State Revenue Sharing $1,350,584 

Licenses & Permits $112,500 

Fines & Forfeits $3,800 

Charges for Services $239,150 

Interest on Deposits $15,000 

Other $250 

  

Revenue Total:                              $2,543,436         
 

5. That the Township Board of the Charter Township of Comstock hereby adopts and approves that 
ǇƻǊǘƛƻƴ ƻŦ ǘƘŜ ōǳŘƎŜǘ ǊŜǇǊŜǎŜƴǘŜŘ ŀǎ άCǳƴŘǎ /ŀǊǊƛŜŘ CƻǊǿŀǊŘέ ƛƴ ǘƘŜ ŀƳƻǳƴǘ ƻŦ ϷмΣонтΣтутΦ  
Potential available funds at the conclusion of said fiscal year commencing January 1, 2020 is 
expected to be $1,125,518, effective December 16, 2019. 

 
CERTIFICATE 

 
 I hereby certify that the foregoing constitutes a true and complete copy of the Resolution adopted at a Regular Meeting 
of the Charter Township of Comstock Board held at the Comstock Township Office on Monday, December 16, 2019;  that said 
meeting was conducted and public notice of said meeting was given pursuant to and in full compliance with the Open Meetings 
Act, being 1976 PA 267; that a quorum of the Board was present and voted upon said Resolution as set forth in the minutes of said 
meeting which were kept and have been or will be made available as required by said Open Meetings Act. 
 

_________________________ 
Kelly Sims, Deputy Clerk 

Charter Township of Comstock  
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FIRE RESOLUTION 
 

 WHEREAS, in accordance with Michigan Public Act 33 of 1951, as amended, the Charter Township 
of Comstock Board estimated the total cost of fire protection within the Township for the fiscal year 
commencing January 1, 2020 to be $2,915,564; has determined that $2,324,564 of said total expenditure 
is estimated for the operation and maintenance of said fire department and that $591,000 is estimated for 
the capital expenses of said department; and  

 WHEREAS, said Board tentatively determined to defray a portion of the aforementioned estimated 
operation and maintenance of expenses by the levy of 4.5 mills, which will raise the sum of $2,408,715 and 
to defray $396,206 of the aforementioned capital expenses by the levy of an additional 0.75 mills; and  

 WHEREAS, in accordance with the direction of the Township Board, the Supervisor and assessing 
officer has prepared an assessment roll showing such levy which has been on file with the Township Clerk 
for public examination; and  

 WHEREAS, in accordance with said public act, notice of a hearing on said estimated costs and 
expenses and the spread of the assessment levy was published in the Kalamazoo Gazette; and 

 WHEREAS, in accordance with said notice, a hearing was held on December 2, 2019 and 
opportunity was given to all persons present to be heard in the premises; and  

 WHEREAS, as a result of said hearing, said Township Board believes said estimated costs and 
expenses and the spread of such levy to be reasonable and proper in accordance with law and statute 
provided.  

 NOW THEREFORE BE IT HEREBY RESOLVED that such special assessment roll and levy is hereby 
confirmed in the amount of $2,408,715 (4.5 mills) for the operation and maintenance of the Comstock Fire 
Department and in the amount of $396,206 (0.75 mills) for capital expenditures and improvements and 
that the total estimated costs and expenses of fire protection within the Comstock Township Fire Protection 
District for the fiscal year commencing January 1, 2020, in the amount of $2,915,564 be hereby determined 
to be reasonable and proper as disclosed by the budget prepared and filed in support thereof.  

 

CERTIFICATE 
 
 I hereby certify that the foregoing constitutes a true and complete copy of the Resolution adopted at a Regular Meeting 
of the Charter Township of Comstock Board held at the Comstock Township Office on Monday, December 16, 2019;  that said 
meeting was conducted and public notice of said meeting was given pursuant to and in full compliance with the Open Meetings 
Act, being 1976 PA 267; that a quorum of the Board was present and voted upon said Resolution as set forth in the minutes of said 
meeting which were kept and have been or will be made available as required by said Open Meetings Act. 

 
_________________________ 

Kelly Sims, Deputy Clerk 
Charter Township of Comstock  
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STREET LIGHTING RESOLUTION 
  

 WHEREAS, the Township Board tentatively determined that the amount to be assessed within the 
Comstock Charter Township Lighting District and the Supervisor made a special assessment roll covering all 
lands and premises benefited by the lights within said district; and  

 WHEREAS, the Supervisor and assessing officer have prepared such roll disclosing a total levy of 
$266,841 (.68 mills) against properties benefited within said district by lights therein and the information 
has been on file with the Township clerk for public examination; and  

 WHEREAS, notice of a hearing on said assessment roll was published in the Kalamazoo Gazette; 
and 

 WHEREAS, in accordance with said notice, a hearing was held on December 2, 2019 and 
opportunity was given to all persons present to be heard in the premises; and  

 WHEREAS, said assessment roll appears to be reasonable and proper in accordance with law and 
statute provided;  

 NOW THEREFORE BE IT HEREBY RESOLVED that the total estimated cost of lighting the streets and 
highways within the Comstock Township Lighting District for the fiscal year commencing January 1, 2020 in 
the amount of $264,000 be hereby determined to be reasonable an property; and to assess the sum of 
$266,841 (.68 mills) against the properties benefited within said district as shown by the aforesaid 
assessment roll. 

 

 BE IT FURTHER RESOLVED that said assessment roll in the amount of $266,841 for the fiscal year 
commencing January 1, 2020 be hereby confirmed.  

 

CERTIFICATE 
 
 I hereby certify that the foregoing constitutes a true and complete copy of the Resolution adopted at a Regular Meeting 
of the Charter Township of Comstock Board held at the Comstock Township Office on Monday, December 16, 2019;  that said 
meeting was conducted and public notice of said meeting was given pursuant to and in full compliance with the Open Meetings 
Act, being 1976 PA 267; that a quorum of the Board was present and voted upon said Resolution as set forth in the minutes of said 
meeting which were kept and have been or will be made available as required by said Open Meetings Act. 

 
 

_________________________ 
Kelly Sims, Deputy Clerk 

Charter Township of Comstock 
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LAW ENFORCEMENT RESOLUTION 
 
 

 WHEREAS, the electors of the Charter Township of Comstock have approved a 1.0 mill levy for the 
provision of law enforcement services to Township residents and property owners, which millage is current; 
and  

 

 WHEREAS, the Charter Township of Comstock Board will levy 1.0 mill for such purpose, which levy 
will raise the sum of approximately $554,142 and will used to contract with the Kalamazoo County Sheriff 
or other agencies for the provision of law enforcement services; and  

 

 WHEREAS, the Township Board believes the spread of such levy to be reasonable and proper in 
accordance with law and statute provided.  

 

 NOW THEREFORE BE IT HEREBY RESOLVED that the Township Board authorizes the levy of 1.0 mills 
for the fiscal year commencing January 1, 2020, in the amount of $554,142 for the provision of law 
enforcement services within the Township, which funds will be used to contract with the Kalamazoo County 
{ƘŜǊƛŦŦΩǎ 5ŜǇŀǊǘƳŜƴǘ ƻǊ ƻǘƘŜǊ ǎǳŎƘ ŀƎŜƴŎƛŜǎ ŦƻǊ ǘƘŜ ǇǊƻǾƛǎƛƻƴ of law enforcement services.  

 

 

CERTIFICATE 
 

I hereby certify that the foregoing constitutes a true and complete copy of the Resolution adopted at a Regular Meeting of 
the Charter Township of Comstock Board held at the Comstock Township Office on Monday, December 16, 2019;  that said meeting 
was conducted and public notice of said meeting was given pursuant to and in full compliance with the Open Meetings Act, being 
1976 PA 267; that a quorum of the Board was present and voted upon said Resolution as set forth in the minutes of said meeting 
which were kept and have been or will be made available as required by said Open Meetings Act. 

 
 

_________________________ 
Kelly Sims, Deputy Clerk 

Charter Township of Comstock 
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SENIOR SERVICES RESOLUTION 
 

 WHEREAS, the Charter Township of Comstock Board, pursuant to PA 39 of 1976, as amended, is 
authorized to appropriate funds for the purposes of providing services to older persons and is authorized 
to submit a millage proposition to the electors to levy up to 1.0 mill for services for older citizens; and  

 

 WHEREAS, the electors of the Charter Township of Comstock have approved a 1.0 mill levy for the 
provision of services to older persons  by the Comstock Community Center, which millage is current; and  

 

 WHEREAS, the Charter Township of Comstock Board will levy 1.0 mill for such purpose, which levy 
will raise the sum of approximately $554,316 and will be allocated to the Comstock Community Center; 
and  

 WHEREAS, in accordance with a published notice, a hearing was held on December 2, 2019 and 
opportunity was given to all persons present to be heard in the premises; and  

 

 WHEREAS, as a result of said hearing, said Township Board believes the spread of such levy to be 
reasonable and proper in accordance with law and statute provided.  

 

 NOW THEREFORE BE IT HEREBY RESOLVED that the Township Board authorizes the levy of 1.0 mills 
for the fiscal year commencing January 1, 2020, in the amount of $554,316 for the provision of services to 
older citizen within the Township, which funds will be allocated to the Comstock Community Center.  

 

CERTIFICATE 
 
 I hereby certify that the foregoing constitutes a true and complete copy of the Resolution adopted at a Regular Meeting 
of the Charter Township of Comstock Board held at the Comstock Township Office on Monday, December 16, 2019;  that said 
meeting was conducted and public notice of said meeting was given pursuant to and in full compliance with the Open Meetings 
Act, being 1976 PA 267; that a quorum of the Board was present and voted upon said Resolution as set forth in the minutes of said 
meeting which were kept and have been or will be made available as required by said Open Meetings Act. 

 
 

_________________________ 
Kelly Sims, Deputy Clerk 

Charter Township of Comstock 
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PROJECTED REVENUES FOR 2020 

 

Taxable values on real property are up for a sixth consecutive year for 2020 and are expected to 
continue rise steadily.  Personal property are up slightly due extensive commercial and industrial 
investment in the community.  Over the next decade, industrial and commercial personal property 
taxes will be phased out as part of State legislation and personal property values are expected 
decline accordingly. 
 
  

TAXABLE VALUES: THIS YEAR vs NEXT YEAR 

 Fiscal 2020 Fiscal 2019 Difference 
Percent 

Difference 

Real Property      $526,957,252       $511,738,943   $15,218,309 2.97% 

Personal Property     75,247,922            74,763,663       484,259 0.65% 
 
All Property  $602,205,174   $586,502,606   $15,702,568  2.68% 
          

 
 

FIVE YEAR TAXABLE VALUE HISTORY 

 FY 2020 FY 2019 FY 2018 FY 2017 FY 2016 

Real Property 
     
$526,957,252  

     
$511,738,943  

     
$498,561,596  

     
$485,254,531  $478,475,779 

Personal 
Property     75,247,922  

      
__74,763,663  

      
__95,918,339  

      
__82,004,551  __93,925,913 

All Property  $602,205,174  
     
$586,502,606  

     
$594,479,935  

     
$567,259,082  $572,401,692 

            

 
 
The taxable values for 2020 could be reduced further by the December Board of Review or State Tax 
Commission and/or Michigan Tax Tribunal judgements. 
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State revenue sharing is expected to be 1.65% lower in 2020 due to the State budget standoff and the 
DƻǾŜǊƴƻǊΩǎ ƭƛƴŜ ƛǘŜƳ ǾŜǘƻŜǎΦ  hƴŎŜ ǘƘŜ ōǳŘƎŜǘ ƛǎ ǊŜǎƻƭǾŜŘΣ ǊŜǾŜƴǳŜ ǎƘŀǊƛƴƎ ŎƻǳƭŘ ƛƴŎǊŜŀǎŜΦ  This number is 
based on sales tax collected by the State of Michigan and is distributed based on population. The Township 
also received funds from the City, Village, and Township Revenue Sharing program (CVTRS).  These funds 
are received by municipalities that demonstrate financial transparency and fiscal responsibility. 
 
Interest rates are trending down, which will result in lower returns on Township bank balances and 
investments. 
 

 
 

 
 

  

Fiscal 2020 Fiscal 2019 Difference
Percent 

Difference

Township

Ad Valorem 533,210.00 510,606.53 22,603.47  4.43%

IFT 8,134.00    10,798.50  (2,664.50)   -24.67%

Other 650.00       688.00       (38.00)        -5.52%

Penalty/Interest 5,500.00    4,985.99    514.01       10.31%

Total Collection 547,494.00 527,079.02 20,414.98  3.87%

ESTIMATED TAX COLLECTION vs PREVIOUS YEAR ACTUAL
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PROJECTED GENERAL FUND REVENUES  (101) 

 

GENERAL (000) 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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TRANSFER STATION (528) 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 

 

 

 

CEMETERY (567) 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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PARKS AND RECREATION PROJECTED REVENUES (751) 

 

The revenue sources for the parks and recreation department include softball and 
baseball fees, concession sales, field rental fees, park permit fees, pavilion rental fees, and 
parking tickets.  
 
Softball fees are revenues generated from our summer and fall adult softball leagues, as 
well as our two senior leagues. Baseball Fees are revenues generated from our summer 
youth baseball league. Concession sales are revenues from the sale of items at the 
concession stand at Wenke Softball Complex and Robert Morris Park concession stands 
that are run by seasonal park staff.  Field rental fees are revenues generated from field 
rental for weekend tournaments, tryouts for other local organizations, and practice 
rentals.  Park permit fees are collected year round for Robert Morris Park.  The day pass 
rate is $5 per vehicle. Annual passes are $20 for Comstock residents and $35 for non- 
residents.  Pavilion rentals revenues are generated from the two pavilions located at 
Robert Morris Park. 
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PARKS AND RECREATION PROJECTED REVENUES 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 

 

 

 

  



81 | P a g e 

 

PROJECTED GENERAL FUND APPROPRIATIONS (101) 
 
 

GENERAL (000) 

 
Expenses incurred that are not specific to any department including legal fees, 
accounting and auditing, bank service charges, etc. 
 

 
  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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TOWNSHIP BOARD (101) 

 
 

The Township Board is the legislative body of Township government.  The Board of the 
Charter Township of Comstock consists of seven members, all of whom are elected for 
four-year terms.  The Board consists of the Supervisor, Clerk, Treasurer and four (4) 
Trustees.   
 
The Township Board has the power to formally adopt the township budget after the 
required public hearing.  Expenses in these line items include salaries of the Trustees, 
association dues, education and training costs for all Board members and Township 
staff, accounting, legal notices, engineering, and miscellaneous expenses. 
 

Trustees 

 
The position of Trustee in the Charter Township of Comstock has equal vote in legislative and 
administrative government decisions within the jurisdiction of the Township Board.  Trustees, however 
ŀǊŜ ƴƻǘ ŘŜƭŜƎŀǘŜŘ ǎǇŜŎƛŦƛŎ ǎǘŀǘǳǘƻǊȅ ŘǳǘƛŜǎ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΦ  .ŜŎŀǳǎŜ ƻŦ /ƻƳǎǘƻŎƪΩǎ ǇƻǇǳƭŀǘƛƻƴΣ ǿŜ 
have four (4) trustees elected to serve on the Board. 
 
A Trustee is an individual placed in a position of public trust with fiduciary responsibilities to manage the 
affairs of the township for the best interests of the public. The Trustee has the responsibility to attend 
Township Board meetings and participate in decisions and deliberations. 
 
Trustees are frequently given additional duties and responsibilities by Township Board action.  They are 
not required to accept such responsibilities but, where possible, should be willing to do so for the best 
interests of the township.  Such additional duties may include: 
 

¶ serving on the Township Planning Commission 

¶ serving on the Township Zoning Board of Appeals 

¶ serving on the Board of Review 

 

BOARD TRUSTEES APPROPRIATIONS 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 



83 | P a g e 

 

 
 

TOWNSHIP SUPERVISOR (171) 

 
 
Expenses include salaries and wages for both the Supervisor and the Administrative Assistant, 
various insurances (life, health, and disability), pension, office supplies, mileage and travel 
expenses, and miscellaneous expense. 
 
The Supervisor is the elected chief executive of the Township.  Duties and responsibilities include:  
chairman of the Township Board; sign/execute all contracts approved by the Board; direct the 
timely preparation of the Township budget; manage the budget after formal adoption by the 
board; oversee the property assessment activity.   
  
The duties of the Administrative Assistant to the Supervisor entails acting as secretary and assists 
with day to day operations.  Additional support provided by this position is outlined in more detail 
under the Superintendents department.   

 
 
 

TOWNSHP SUPERVISOR APPROPRIATIONS 

 
  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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TOWNSHIP SUPERINTENDENT (172) 

 
 
The Superintendent position, newly created beginning in 2016, is currently under a two year term 
employment agreement.  Expenses include salaries, wages and various insurances (life, health, 
and disability), pension, office supplies, mileage and travel expenses, and miscellaneous expense. 
 
Duties and responsibilities include, but may not be limited to:  overall supervisory responsibility 
for the day-to-day Township operation pursuant to the Michigan Charter Township Act (Public 
Act 359 of the Pubic Acts of 1947) subject to the ordinances, policies, procedures, general rules 
and directives of the Township Board.  The Employee agrees to maintain the qualifications, 
certifications, registrations to discharge said duties and agrees to carry out the administrative 
and operational functions as Township Superintendent of the Township as required by the 
Township Board.  The Township Superintendent also agrees to use his best efforts and endeavors 
to promote the interests of the Township.  Further, the Employee, as Township Superintendent, 
shall report to and work through the direction of the Township Board. 
 
The duties of the Administrative Assistant to the Superintendent entails acting as secretary and 
assists with day to day operations and preparation of the Township Board agenda packets.  In 
addition, the Assistant also acts as support to the Supervisor, aids the Planning & Zoning 
Administrator with zoning compliance applications, public hearing notice mailings, regular and 
special meetings agenda packets for the Zoning Board and Planning Commission.  The assistant 
also provides support in answering general and zoning questions from incoming calls and visitors, 
or directs them to the appropriate staff member, updates the Township website, updates the 
ArcMap database, ŀƴŘ ǳǘƛƭƛȊŜǎ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ Dƭƻōŀƭ LƴŦƻǊƳŀǘƛƻƴ {ȅǎǘŜƳ όDL{ύ ŀǎ ƴŜŜŘŜŘΦ  
 

 
TOWNSHIP SUPERINTENDENT APPROPRIATIONS 

 
  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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TOWNSHIP CLERK (215) 
 
 
Expenses include salaries and wages for both the Clerk and the Deputy Clerk, various insurances (life, 
health, and disability), pension, office supplies, mileage, education, and travel expenses. 
 
The Township Clerk is an elected member of the Township Board.  Duties include being custodian of 
all election material and equipment, township documents which include ordinances and minutes, 
accounting records, postings, and legal notices. 
 
Some additional duties of the Township Clerk are: serve on the Election Commission; post public 
notices, special meeting notices, ordinances and proceedings when a statute does not specify 
otherwise; in charge of voter registration within the Township and must keep appropriate voter 
registration records; record keeper of all township documents; prepare synopsis of minutes for the 
Township Board, and prepares annual financial (fiscal report). 
 
The Deputy Clerk acts as secretary to the Board and assistant to the Township Clerk.  Duties include 
accounts payable and receivable, election management and voter registration, payroll, cemetery 
management, and assisting with phone calls and incoming visitors.  In addition, the Deputy Clerk 
assists with the sale of Transfer Station cards and updates and assists the Parks Department, when 
needed, by taking park reservations and selling park passes for Robert Morris Park. 

 
TOWNSHIP CLERK APPROPRIATIONS 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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ELECTIONS (262) 

 
 
¢ƘŜ άŜƭŜŎǘƛƻƴǎέ function is supervised by the Township Clerk.  The Township, by statute, must bear 
the expenses of all general elections, including wages paid to election inspectors, ballots and supplies, 
related mileage expenses, purchase and servicing of voting machines, printing election notices, 
postage, etc. 
 
Additional support is provided, as needed, by the Election Specialist. He/she processes voter 
registrations, absentee ballots, election preparation, and election-day support. 
 
 
 

ELECTION APPROPRIATIONS 
 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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TOWNSHIP ASSESSOR (257) 

 
 

Expenses include salaries and wages for the Township Assessor and full time assistant 
assessor, maps and supplies, printing of assessment rolls, mileage and travel, and any 
miscellaneous expenses which is part of the 20% annual inspection. 
 
The Assessor is appointed by the Township Board and serves at the pleasure of the 
Board.  This individual must be certified at the required state level.  Responsibilities 
include annual assessment of all real and personal property of the unit, maintenance 
of a property assessment record, preparation of assessment and tax rolls, and 
ŎŜǊǘƛŦƛŎŀǘƛƻƴ ƻŦ ǘŀȄ ǊƻƭƭǎΦ  ¢ƘŜ ¢ƻǿƴǎƘƛǇΩǎ !ǎǎŜǎǎƻǊ ƛǎ ŀƴ ŀǇǇƻƛƴǘŜŘ ŜƳǇƭƻȅŜŜ ǇƻǎƛǘƛƻƴΦ 
 
Duties of the AssessoǊΩǎ !ǎǎƛǎǘŀƴǘ ƛƴŎƭǳŘŜ ǇǊƻŎŜǎǎƛƴƎ ƻŦ tǊƻǇŜǊǘȅ ¢ǊŀƴǎŦŜǊΣ IƻƳŜǎǘŜŀŘ 
Affidavits and deeds, residential appraisals, taxpayer assistance (both by phone and in 
person), and maintenance of record (property cards), both paper and electronic. 
 
 

TOWNSHIP ASSESSOR APPROPRIATIONS 
 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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BOARD OF REVIEW (247) 

 
 
The Township Board of Review (BOR) consists of three members appointed by the 
Township Board for a two-year term that begins on January 1 of each odd-numbered 
year.  The Board of Review members must be qualified electors, land owners and tax 
payers.  The Township Board also appoints an alternate.  They meet on the Tuesday 
following the first Monday in March to review and examine the property assessment roll 
made by the Assessor.  In addition they also meet in July and December of each year. 
 
Board of Review members receive a stipend for each meeting, and expenses include FICA 
tax and publication of legal notices. 
 

 

BOARD OF REVIEW APPROPRIATIONS 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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TOWNSHIP TREASURER (253) 

 
Expenses include salaries and wages for both the Treasurer and the Deputy Treasurer, printing, 
postage and office supplies, and mileage and travel expenses. 
 
The Township Treasurer is an elected member of the Township Board.  Duties and responsibilities 
include being custodian of all monies and investments belonging to the township, recording cash 
and investments and funds to where they belong, collecting and distributing annual property tax 
levies and investing surplus funds in accordance with township policy. 
 
In addition, by statute, the Treasurer is required to receive and take charge of all funds belonging 
to the Township or which are required by law to be paid into the Township treasury, and to pay 
over and account for the funds according to law or Township Board decision.  The Treasurer is 
ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ŀƎŜƴǘ ŦƻǊ ŎƻƭƭŜŎǘƛƴƎ ǘŀȄŜǎΦ  {ƻƳŜ ƻǘƘŜǊ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ƻŦ ǘƘŜ ¢ǊŜŀǎǳǊŜǊ are: 
diligently maintain accurate records of all income, receipts and disbursements; promptly deposit 
all receipts in the Township depository or depositories and invest idle funds in proper savings 
accounts or government bonds; maintains a uniform system of accounting as promulgated by 
the State Treasurer; and the Charter Township Act places additional burden on the Treasurer to 
stay within the confines of the budget or amended appropriations. 
 
The Deputy Treasurer is responsible for the custody, collection, recording of all property tax 

transactions, performs complex accounting duties, plus front staff office duties assisting with 

phone calls and incoming visitors.  

In addition, the Deputy Treasurer assists with processing of water and sewer connection 
applications and ordinance enforcement tickets, sale of Transfer Station cards and updates, and 
fills in for the Parks and Recreation Director by taking park reservations and selling of park passes 
for the Robert Morris Park. 

 
TOWNSHIP TREASURER APPROPRIATIONS 

 
  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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INFORMATION TECHNOLOGY (228) 

 
 
¢Ƙƛǎ ŀŎǘƛǾƛǘȅ ƛǎ ǳǎŜŘ ǘƻ ŀŎŎƻǳƴǘ ŦƻǊ άƴƻƴ-ŘŜǇŀǊǘƳŜƴǘŀƭέ ŎŀǇƛǘŀƭ ƻǳǘƭŀȅ ƛƳǇǊƻǾŜƳŜƴǘǎ ŀƴŘ 
equipment that benefits all departments.  Expenses include outside consulting, 
communications, hardware and software maintenance, licensing, and workstation 
upgrades, and hardware/software server maintenance and upgrades. 
 
On-going software and maintenance updating is required for the upkeep of the cemetery 
and assessing property databases as well as the database within the ArcMap GIS (Global 
Information System). 
 
Additional support is provided, as needed, by the Office Assistant. He/she updates 
the TownshipΩs social media and answers or directs incoming general email box 
inquiries to the appropriate staff. 
 
 

INFORMATION TECHNOLOGY APPROPRIATIONS 
 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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MAINTENANCE DEPARTMENT (265) 

 
 

The Township Building and Ground line items include maintenance and up-keep of the 
Township hall, maintenance garage, transfer station, and all township grounds including 
three fire station locations, numerous parks, and other township-owned parcels.  (Refer 
to list of Township Properties included in the Appendix)  
 
Expenses include salaries and wages for one full time and up to four (4) seasonal 
personnel, insurances, contract service providers, custodial/maintenance supplies, large 
equipment purchases, and grounds keeping equipment maintenance.   
 
 

MAINTENANCE DEPARTMENT APPROPRIATIONS 
 

 
  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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CEMETERY (567) 

 
The Township has two cemeteries, Maple Grove and Comstock.  Expenses include 
contracted service for foundations, burial openings and closings, and mowing of both 
cemeteries.  Fees for burial services were increased in 2018 to offset increases associated 
with contracted services. The process has begun to transition to Pontem cemetery 
software which will improve the processing and management of our cemetery records.  
 
Also in 2018, plans were executed to expand Maple Grove by adding a new section. 
 
 
 

CEMETERY APPROPRIATIONS 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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ORDINANCE DEPARTMENT (301) 

 
 
Ordinance enforcement staff consists of one part-time and one full time for ordinance 
enforcement throughout the year.  Expenses for this department include wages, 
benefits, education and training, and vehicle maintenance. 
 
 

 
 

ORDINANCE DEPARTMENT APPROPRIATIONS 
 
  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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PLANNING AND ZONING (703) 
 
This activity, or cost center, addresses expenses incurred in both day-to-day Zoning 
Ordinance implementation as well as both short and long-range land use planning. In 
2015, the Township created a permanent, full-time position of Planning & Zoning 
Administrator to improve customer service to residents, local business owners and 
developers and also reduce expenses for services previously outsourced to a planning 
Ŏƻƴǎǳƭǘŀƴǘ ŀƴŘ ǘƘŜ ¢ƻǿƴǎƘƛǇ !ǘǘƻǊƴŜȅΩǎ ƻŦŦƛŎŜΦ  
 
Expenses for this cost center include the PlannƛƴƎ ϧ ½ƻƴƛƴƎ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ǎŀƭŀǊȅ ŀƴŘ 
benefit package, the per meeting stipend received by Planning Commission and Zoning 
Board of Appeals members, attorney fees, zoning ordinance updates, legal notices and 
outsourced consultant services and also education and membership dues for staff and 
appointed board members.  An Escrow Policy was adopted in 2015 to recover 
engineering expenses incurred by the Township for review of the civil engineering details 
of site plans.  
 
 

PLANNING AND ZONING APPROPRIATIONS 
 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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TRANSFER STATION (528) 

 
 

Effective January 1, 2018 the Transfer Station will continue to be only open 2 days a 
week; Thursdays and Saturdays. 
 
Expenses associated with the Station include salaries and wages for one part time and 
one temporary contracted staff; services for collection of leaves, rubbish, tires, and tree 
debris; equipment maintenance and utilities; and an annual contribution towards the 
Kalamazoo County Household Hazardous Waste Disposal facility.   
 
In 2019 the Township provided a spring and fall curbside pickup. The Township will again 
provide a spring and fall curbside pickup for 2020 and as a result the hours of operation 
for the Transfer Station are subject to change. 
 
 

TRANSFER STATION APPROPRIATIONS 
 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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PARKS & RECREATION DEPARTMENT (751) 
 

Administration 
 
The Parks and Recreation Department has its own elected Board of Commissioners. Each 
year the Parks Commission reviews and adopts their budget and submits it to the 
Township Board for approval. The Parks Administration portion consists of the salary and 
wage expense, benefits for the Parks Director & Program Coordinator, mileage, postage, 
supplies, legal fees, outside consulting, educational events, equipment and building 
maintenance, and grounds improvements.  
 
Also included is maintenance and up-keep for all township owned buildings and all 
grounds for thirteen (13) Township parks, City and County-owned parks.  
 
Park Commission Board members are paid $103.00 per meeting attended. 

The part-time Program Coordinator was moved to full-time in 2018. 

$45,000 was included as a Capital Improvement Project for new benches and trash 

receptacles at parks along the Kalamazoo River. 

Grants 
 

The Michigan Department of Natural Resources awarded the Township a Trust 
Fund grant in 2016 for Merrill Park improvements. The total grant amount is 
$400,000, with the Township responsible for $100,000 (25% match).  
 
The improvements will begin in 2018 and will consist of removal of existing 
playground, pavilions, basketball courts, and ball diamond. Relocating and 
installing new playground, pavilion and basketball courts. Widening the entrance 
drive, creating a pedestrian entrance at the corner of River Street & Comstock Ave, 
as well as paving a walking path around the interior perimeter of the park. The 
project will be completed by the end of 2018. 
 
Softball/Baseball 
 
The Parks and Recreation department has a separate cost center for tracking the softball 
and baseball program expenses. These expenses include salary and wages for the facility 
supervisor, concession supplies for Wenke Softball Complex and Robert Morris Park, 
league supplies, umpire fees, equipment maintenance, field maintenance and services 
such as garbage and electric. The revenues collected from the softball and baseball 
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program cover the expenses for this program. Equipment Maintenance line item was 
increased in 2018 for the replacement of a tractor used for field grooming.  

 

Robert Morris Park 

The expenses pertaining to Robert Morris Park (RMP) activity include park staff wages, 
park building and grounds supplies, contracted services, fuel, garbage, electric, phone 
service, building maintenance, equipment maintenance and ground improvement. 
Ground & Building Maintenance & Ground & Building Improvements were increase for 
2018 for a new guard shack building and modification to playground areas to prevent 
flooding.  
 

 

PARKS & RECREATION APPROPRIATIONS 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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LAW ENFORCEMENT (207) 
 
 

The 2020 Police Protection Agreement; for the time period of January 1, 2020 through 
December 31, 2020, the County and the Sheriff agree to provide the equivalent of four (4) 
full-time Uniform Services Section Deputies, with appropriate experience, to service the 
Township with additional special police protection and to provide the necessary hours for 
overtime in relation to the routine duties of those officers. In addition, the County and 
Sheriff agree to provide necessary associated personnel, equipment and services, and 
other various indirect and associated costs in support of the agreement. See a copy of the 
contract and rate schedule located in Appendix D. 
 
 

REVENUES AND APPROPRIATIONS 
 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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FIRE AND RESCUE OPERATING (206) & CAPITAL FUND (211) 
 

The 2018 Comstock Township Fire and Rescue budget shows another step forward into the 
future. The 2018 budget allows for the hiring of 4 Full-Time to staff stations on a consistent basis. 
The 4 new Officers will be responsible for a number of key organizational areas that keep the 
Comstock Township Fire Department one of the best in Kalamazoo County.  
 
.ǳŘƎŜǘ ƛƴŎƭǳŘŜǎ ŀŘŘƛƴƎ ƎǊŀǎǎκŜƳŜǊƎŜƴŎȅ ǾŜƘƛŎƭŜ ŀƴŘ ǊŜǇƭŀŎƛƴƎ CƛǊŜ /ƘƛŜŦΩǎ ǾŜƘƛŎƭŜΦ 
  
The Fire Chief continues to stress the need for efficient and professional care of our residents at 
all times. The Women and Men that serve the Comstock community, are your neighbors and want 
to provide the best with the training and equipment provided. 

 
FIRE AND RESCUE OPERATING FUND REVENUES (206) 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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FIRE AND RESCUE OPERATING FUND APPROPRIATIONS (206) 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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FIRE & RESCUE CAPITAL IMPROVEMENT  
REVENUES & APPROPRIATIONS (211) 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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STREET LIGHTING (219) 

 
 

Revenue for street lights is obtained under a Street Lights Special Assessment District and 
ƛǎ ōƛƭƭŜŘ ƻƴ ǘƘŜ ¢ƻǿƴǎƘƛǇΩǎ ²ƛƴǘŜǊ ¢ŀȄ .ƛƭƭΦ  tŀǊŎŜƭǎ ǿƛǘƘƛƴ ŀ оллΩ ǊŀŘƛǳǎ ƻŦ ǘƘŜ light source 
(power pole, suspended, etc.) are assessed within this District. 
 
A Street Light Committee was appointed by the Township Board to review areas within the 
Township that may need lights, need additional lighting, or repairs.  As a result, the 
CƻƳƳƛǘǘŜŜ ŎƻƳǇƛƭŜŘ ŀ ǇǊƛƻǊƛǘƛȊŜŘ άǿƛǎƘ ƭƛǎǘέ ƻŦ ǎǘǊŜŜǘ ƭƛƎƘǘǎ ŀƴŘ ǎǳōƳƛǘǘŜŘ ƛǘ ǘƻ /ƻƴǎǳƳŜǊǎ 
Energy to prepare cost estimates. 
 
From 2014-2017, street lights were installed on Sprinkle Road from G Avenue E. Main St.  
A large project was also completed that added lights to Interstate Parkway.  In the coming 
years, additional lights will be added to complete Sprinkle Road from the north Township 
border to the south.  As this is a major county road, the street light committee felt it was 
vital to have these lights installed. 
 
The committee has also identified intersections as a safety concern and has a plan to put 
a light at those that currently do not have one. 
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STREET LIGHTING  
REVENUES AND APPROPRIATIONS (219) 

 
 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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LIBRARY FUND (271) 

 

LIBRARY FUND REVENUES 

The Comstock Township Library budget is provided as information only and is not 

approved by the Township Board. 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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LIBRARY FUND APPROPRIATIONS 
 

 
ADMINISTRATION (790) 

 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 
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LIBRARY FUND APPROPRIATIONS CONTINUED 
 

BOARD (791) 
 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 

 

ADULT SERVICES (792) 

  2020 

  BOARD APPROVED 

GL NUMBER DESCRIPTION BUDGET 

 

  


